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Shatford Library

Circulation Department

Policy & Procedure Manual
Missing Items

If a patron wants to check out an item but we cannot find it on the shelf, a booktruck, sorting shelves, or in mends (Make sure you exhaust all possibilities first!!): 
1.
Fill out a blue missing slip form (example below).
2. If a patron is looking for the item and they would like to be contacted if the item is found, make sure to fill out the bottom portion of the slip and place a “hold” on the item for the patron if we do find it. (We WILL NOT place holds on missing RESERVE materials)

a. Explain to the patron that we will look for the item 6 times and that we will contact them if we find it.

b. We will not contact them if we do not find it.

3. If a patron is not looking for the item (i.e. a librarian reported an item missing but no one in particular wants it), then leave the bottom portion of the form blank.

4. Have a supervisor mark the item as “missing” in the item record in Voyager.
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After filling out the blue missing slip and marking the item missing in Voyager:

1. Put the slip in the “Claims Returned and Missing” binder at the Circ Desk.
2. As time permits, we will search for the items. Write down the date you searched and your initials in the appropriate boxes.
If the item is found:
1. Have a supervisor remove the “missing” status. 

2. Find the blue “missing” slip in the folder and put the item on hold if there is a patron that requested it. Call the patron to let them know that the item was found and that we will keep the item on the hold shelf for 10 days.
3. Be sure to discharge the item to generate a print-out of the hold notice.

4. OR if the item was not for anyone in particular, sensitize the item and place it on the re-shelving cart.

5. Throw away the blue slip or put it in the “to be shredded” box if there is patron information on it.
If the item is not found after 6 searches give the blue missing slip to a Circ Tech. They will:
3. Go to the item record in Voyager and put a note saying with the date, “missing searches completed,” and your initials.

4. Throw away the slip or put it in the “to be shredded” box if there is patron information on it.
a. These items automatically get marked in the system as lost after a period of time, so we do not need to mark them as “lost” in the system.
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Click on the “Status” button.





You will get this pop-up.





Scroll down to Missing and either double click on it or click the blue arrow to move it from the Status List to the current status.





You can see here that the item is marked as Missing+.





Click on the Notes button.





You’ll get this pop-up. Type in your note and click on Save.





Here you can see that there is a note in the item record.
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