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INFOhio Sirsi K-12 Circulation Policies Worksheet Instructions
The completed worksheets will indicate to the System Administrator (DASite provider) how to enter the circulation policies for this data.  You will need to complete one worksheet for each unique User Profile and one worksheet for each unique Circulation Rule.
Each User Profile worksheet completed will represent one USER PROFILE.  Each CIRC Rule worksheet completed will represent one CIRCULATION MAP.  The circulation map contains the LIBRARY the item is from, the USER PROFILE of the user the item is being checked out to, the ITEM GROUP of the item being checked out, and the CIRCULATION RULE that is specific to this data.  Please fill in the information requested in the User Profile and Circulation Rule tables.  If you have any special instructions (per User or per Circ Rule) please include them in detail in the area provided.

Example:  Your library is Main Street Elementary School (MSEL) and the circulation policies are the same for all of the students in Grades 1-6 for your entire collection, except for the Reference books.  You have a different set of circulation policies for the Kindergarten students who are only permitted to check out the Easy books.  You have only one set of policies for your faculty for the entire collection.  You will need to fill out the following sheets, indicating the specific policies connected to each Circulation Map:
User Profile Worksheet #1


MSEL



User profile – students grades 1-6 

User Profile Worksheet #2


MSEL



User profile – Kindergarten students

User Profile Worksheet #3


MSEL



User profile – Faculty 

CIRC Rule Worksheet #1


MSEL


User profile – students grades 1-6


Item Groups – ALL collections except REF

CIRC Rule Worksheet #2


MSEL


User profile – students grades 1-6


Item Groups – REF collection

CIRC Rule Worksheet #3


MSEL


User profile – Kindergarten students


Item Groups – Easy   (be sure to indicate in the special instructions that this user group is 


not allowed to check out any other collections)

CIRC Rule Worksheet #4


MSEL


User profile – Faculty


Item Groups – ALL collections
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