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Outside Tub

Inside Tub

Courier Bin

sort items by type, 
place books in 
brown tubs and 
media on carts

Circulation Process AS IS
Fruitville Library

inspect book

remove items or 
erase pencil marks

fill out graveyard 
info

check book in

3 Adult carts -(fiction - new books are 
placed on top shelf of fiction cart, nonfiction 

-in dewey decimal order, and  large 
print - Spanish items including AV are 

placed on the right hand side of the LP cart)
2 Juvenile carts (fiction, nonfiction)

stack book on desk 
corner

another 
library

hold?

print receipt, place 
in book

minor
damage

major
damage

Note:  not always easy to tell
what library it belongs to

There are a total of 8 courier bins:
North Sarasota
Selby
Gulfgate
Jacaranda
Venice
North Port
Elsie Quirk
Technical Services (Twin Lakes Park)

type? book

open case check 
for damage, 

remove items and 
make sure proper 

disc is in case

Adult AV gets 
placed on black 

carts - top 
shelf - DVDs, 2nd 
shelf - VHS and 
Audio goes on 

bottom

call patron, if no 
answer leave 

message and block 
record

yes

no

media

Note: need to keep an eye on screen to 
make sure item checked in, double check to 
see if item check in matches actual item

Note: need to keep an
eye on screen to make 
sure item checked in

when tub is full 
swap out with 

empty tub

place on "AV 
Mending" shelf

fill out graveyard 
info 

check media in 
using fastrack to 

arm security

hold

stack media on 
desk corner

another 
library hold?

print receipt, place 
in media case

minor
damage/
note from

patron stating
minor damage

major
damage

when stack gets 
big enough place 

on "Other 
Libraries" cart by 

library

Note:  not always easy to tell
what library it belongs to

There are a total of 8 courier bins:
North Sarasota
Selby
Gulfgate
Jacaranda
Venice
North Port
Elsie Quirk
Technical Services (Twin Lakes Park)

hold sub process

call patron, place in 
holding area for 
damage media

yes

no

 roll cart to the 
"ready to be 

shelved" area and 
place "Check for 
Fruitville stickers" 

sheet on cart

Shelving Processaccess computer 
and enter date you 
want the materials 

checked in

hold?

check in day it 
comes in, leave 

page slip in item, 
wrap, and write 

down the patron's 
last name and first 
name on wrapper

shelve on interior 
hold shelf by last 

name

yes

no

hold

mending 
needed?

no

place on shelf for 
mending

yes

holding place for 
damage books

Note: If it is determined that the damage is caused by the patron, book is kept
until restitution, library card may be flagged not to allow usage until resolved.

Books must be kept for proof in archive for long periods of time.

Note: If it is determined that the damage is caused 
by the patron, book is kept until restitution, library card 
may be flagged not to allow usage until resolved.

Media must be kept for proof in archive for long periods of time.

Note: New stickers are removed after 6 mos. or if leased, they are returned

end of day?

swap out with 
empty tub and 

place red sheet on 
top with date items 

were returned

no

yes

count number of 
holds received and 
write down number 

on the statistics 
clipboard

volunteers pull 
holds off the shelf, 
call patrons and 

put their initials on 
wrapper with call 

date and write 
down a pull date 

for the item
item then gets 

shelved on outside 
hold shelf by last 

name

patron 
contacted?

hold canceled and 
item shelved 

no
5th try

no

yes

books-by-mail 
item?

place on cart for 
processing

## in front of 
phone number

yes

no

when cart is full 
check cart for 

accuracy

if items belong to 
other libraries, 

place on "Other 
Library" cart

place sticker on 
items if missing 

then remove 
"Check for Fruitville 

stickers" sheet

Juvenile AV gets 
placed on beige 

cart - top 
shelf - DVDS, 

audio & kits other 
shelves - VHS

 roll cart to the 
"ready to be 

shelved" area and 
place "Check for 
Fruitville stickers" 

sheet on cart

Shelving Process
when cart is full 
check cart for 

accuracy

if items belong to 
other libraries, 

place on "Other 
Library" cart

place sticker on 
items if missing 

then remove 
"Check for Fruitville 

stickers" sheet

hold sub process 

Hold sub process

no

yes

when cart full take 
to mailroom and 
place items in 

appropriate gray 
tub

when stack gets 
big enough place 

on "Other 
Libraries" cart by 

library

when cart full take 
to mailroom and 
place items in 

appropriate gray 
tub

mending needed?

no

yes

Note: when there is a pile, the item
coordinator sends them to "Mending" 
or "in AV Office" in Milleninium.
Items are then placed on the shelf 
next to the DVD/CD polishing machine 
where they are fixed or removed from
the system.


