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Library Technical Services is a term used to describe library support staff that deals the 

processing and maintenance of a library's physical collection (the actual items on the 

shelves) and the corresponding presence of those items online in our TLN (The Library 

Network) Shared System Catalog. Technical Services also handles the maintenance of 

databases that provide our customers an interface to our collection through our online 

library catalog. At LTPL, original cataloging is provided to us as a service as part of our 

membership in TLN. We link each of our items to the record provided to us by TLN and 

modify the record to fit the needs of our library. We then complete the processing of the 

item by adding labels and covers and whatever else is necessary to make the item shelf-

ready. 

At LTPL, the Technical Services department consists of Pam Quackenbush and Janet Davio, 

with Mary Kelly (Youth Services) and Cathy Cottone (Genealogist) lending their particular 

areas of expertise to the department. A breakdown of individual duties is as follows: 

Pam Quackenbush – Library Technician (Associate’s Degree in Library Technical Services) 

• Manage ordering and maintenance of the magazine collection 

• Manage the Adopt-a-Magazine Program 

• Order and process DVDs and CDs and maintain those collections  

• Inventory, order, and receive library, office, and computer supplies 

• Receive and route incoming mail 

• Prepare deposits to send to Lyon Township Treasurer 

• Interface with the collection agency, monitor patron accounts sent to collections, 

and manage the replacement of lost materials 

• Manage  and update patron records and deal with issues with patron information, 

including invalid email and physical addresses and returned overdue notices 

• Provide reference service to patrons 

• Support and assist other professional staff with special projects as required 

• Create and present special programs as needed 

• Coordinate volunteers and community service workers and assign duties  

• Manage memorial donations 
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• Supervise repairs of books and DVDs 

• Assist with ordering books  

• Inventory and weed materials as needed 

• Compile and create reports for the director and work closely with director on the 

Technical Services budget 

• Work closely with TLN to manage databases  

• Attend TLN Technical Services Committee meetings and LTPL employee and 

committee meetings as required. 

•  Subscribe to listservs, blogs, and other online resources to stay abreast of ongoing 

issues and new technologies.  

• Be able to use and instruct staff in use of office machinery, computers, and programs 

• Keep track of items that are "in-transit" to and from other TLN libraries and 

working to locate items that may have lost their way during the interloan process. 

• Evaluate donated items for possible inclusion in the library collection or book sale 

• Order tax forms from IRS and State of Michigan and make available to public 

Janet Davio: 

• Receive and check in shipments of books 

• Process (link, label, and cover) new books 

• Prepare library payroll records to send to Lyon Township Clerk 

• Supervise and assist clerk and page staff and assigns duties as needed 

• Submits a monthly line item book expenditure report to the director 

• Provides supervision and storage of patron library card applications, both online 

and paper  

Mary Kelly – Youth Services Librarian 

• Compile and create reports for collection and database management 

• Work closely with TLN to manage databases  
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Cathy Cottone – Genealogist 

• Manage ingoing and outgoing MeLCat interloan materials 

Library Technical Services requires a broad set of skills, especially in a smaller library. 

Education and experience are necessary to provide the services required to keep the 

library running smoothly behind the scenes.  

Collection Management/Maintenance 
The Technical Service Department continually works to maintain the collection database. 

This process consists of making sure that all call numbers are correct and consistently 

formatted. This type of organization ensures continuity in the catalog and makes it easier 

for patrons to search and use our online catalog. Currently LTPL holds a total collection of 

over 69,400 items, including books, periodicals, DVDs, CDs, and digital titles through 

Overdrive.  

Lost or Missing Materials 

LTPL’s library system will block a patron with fines and fees of $15.00 or more from 

checking out items until they have brought their fine total to under that limit.  

Materials are marked missing when they cannot be located on the shelf. Periodically we run 

a report on items that have been marked missing and have an employee or a volunteer 

search for them in the library. After a year the records of the items that remain with a 

status of missing will be deleted and a decision will be made as to whether to replace the 

item.  

Materials kept by patrons for more than a month past their due date will be assigned a 

status of “Assumed Lost” and the patron’s account will be billed for the cost of the item. If 

the patron has more than $25.00 worth of Assumed Lost items and have not responded to 

our attempts to contact them they will be sent to collection.  

We keep a close eye on donations and use those to replace lost or missing materials 

whenever possible. 

Inter-loan  

One of the most significant benefits of being in our library consortium, The Library 

Network, is that we are able to offer our patrons access to the vast collection of books and 

materials of all member libraries through library inter-loan. All Michigan residents have 

access to a statewide borrowing program called MelCat. MelCat members include many 

academic libraries as well as stand-alone public libraries and libraries that are members of 

other consortiums. MelCat is managed by the Library of Michigan in partnership with the 

Midwest Coalition of Library Services (MCLS). In 2015 our patrons received an average of 

15 MelCat loans per month, and we loaned out an average of 17 books per month. 
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The third option our patrons have to expand the scope of LTPL library services is the 

MILibrary Card program. In this program, patrons can get walk-in borrowing privileges at 

libraries that aren’t part of TLN. There are some restrictions and both the home library and 

the library being visited need to be participants in the program.  

 

Inventory and De-selection  

Taking inventory of the entire collection is an ongoing process that is never finished. 

Having an up-to-date inventory helps us know when items are missing or out of place, and 

it is an opportunity to lay eyes on each item and evaluate it for condition, age, and 

suitability for the collection.  

De-selection, or weeding, is the process of evaluating the collection and removing items 

that are outdated, in poor condition, or have not circulated well. We have to do this on a 

regular basis because of space limitations. The hard fact is we have to get rid of an item for 

every new item we add. Reports are run to show how many times each item has circulated 

and the last time the item was checked out. Consideration is given to the value of the item 

to the collection since some items, like classics, do not circulate as well as popular materials 

but nevertheless should remain in the collection. We also consider whether the item is part 

of a series or if there is an adequate supply of the title in the TLN Shared System for our 

patrons to request if they need it.  

Genealogy Collection 

Cathy has continued the reorganization project in the Genealogy section. She has been 

working on sorting donated materials to determine their value to our collection. To make 

room for new and donated materials she is constantly evaluating the collection for 

relevance. As more information is digitalized and available online she is sometimes able to 

part with old materials that take up space. Currently we have over 2600 items in our 

Genealogy collection. 

Michigan Collection. 

LTPL has a Michigan collection featuring non-fiction books written in or about Michigan. 

Michelle Fields designed a “mitten” sticker to designate those books and it is housed in the 

south end of the genealogy area. We also use the mitten sticker to designate fiction books 

that take place in Michigan or are by Michigan authors. The fiction books are filed in the 

general fiction collection. 

DVD/Blu-Ray Collection 

With their high appeal and short circulation period, DVDs and Blu-Rays circulate extremely 

well. Theatrical feature films that we buy new are on the rental shelf for approximately six 

months before moving to the regular collection. They circulate for three days at the cost of 

$1.00. In 2015 we added 146 rental DVDs and 54 rental Blu-Rays, and the library made 
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$1945.00 in revenue from the rental collection. We add children’s DVDs regularly, and we 

also try to buy the most important documentaries. We also add TV series and donated 

items when space allows.  

 

CD Collection 

LTPL’s CD collection is composed entirely of donated CDs.  While our collection is not very 

current with new titles it still circulates well and the CDs are regularly inter-loaned to other 

TLN libraries. Our patrons request a lot of CDs from other libraries, and there is a need for 

more new releases that our budget cannot allow us to fill. Due to lack of space, we did not 

add new CDs to the collection in 2015. Like DVDs, CDs are very popular and have a limited 

shelf life. 

Periodicals 

LTPL currently maintains a collection of 148 general, teen, genealogy, and children's 

magazines. We also receive 4 library trade magazines and 4 newspapers. Monthly and bi-

monthly magazines are kept for a year, and weekly magazines are kept for six months. 

Quarterly magazines as well as genealogy and historical magazines are kept as long as 

space allows. Daily newspapers are kept as space allows and weekly issues of the South 

Lyon Herald are kept for at least a year. Discarded magazines and newspapers are either 

recycled or put in the free section.  

Policies/Procedures 

PayPal 

In 2012 we began to provide patrons the ability to pay for fines and fees via PayPal. Since 

we cannot take credit card payments at LTPL this service allows patrons to pay their bills 

from home or at the library from a public computer if they owe over $5.00. Patrons can pay 

for overdue fines, lost books, DVD rental, printing, and other fees through PayPal. Currently 

we average about $73.00 per month in PayPal payments, mostly for overdue fines. 

Unique Management Collection Agency 

We receive a weekly report of patrons sent to collections. Since we began using Unique we 

have sent 325 people owing $32329.48 to collections and have recovered $9735.77 worth 

of materials and $5172.82 in payments for lost materials. In 2015 we sent 30 people owing 

$2883.41 to collections and received $403.37 in payment and $716.60 in returned 

materials for a total of $1121.97 recovered. The amount recovered in a given time frame 

could be for accounts submitted at any time in the history of our time with Unique. 
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Fundraising/Recycling Initiatives 

Adopt-A-Magazine 

The Adopt-A-Magazine program received $950.00 in donations in 2015. This was down 

$125.00 from the previous year. Every year we contract the sponsors from previous years 

and ask them to continue their support. We also approach businesses in the area. We have 

pamphlets on the circulation desk to advertise the program and stickers on the magazines. 

Book Sales 

The book sale in the front foyer provides some added income for the library. This income is 

part of the revenue money that is factored into our budget every year, and we made 

$1045.00 in revenue from the foyer book sales in 2015. We sift through donations as they 

come in and choose books for the sale shelves. Books that are too damaged or dirty we 

recycle or put in the trash. The vast majority of donated books are boxed up for the Friends 

of the Library book sale.  

Programs 

MAP  

The Michigan Activity Pass (MAP) program ran for a second full year, from May 24, 2015 

through May 23, 2016. There are now over 170 cultural partners and all public libraries in 

Michigan are included in the program. The Michigan activity pass allows free access to 

Michigan's 102 state parks and 138 state forest campgrounds, along with links to get 

passes to Michigan's four national parks. To use the Michigan Activity Pass library patrons 

use their library card to reserve and print their pass on a computer and take the pass with 

them to the cultural attraction. There is no library staff involvement other than to promote 

the program and be familiar with it so they can answer patron questions should they arise. 

Lyon Grows! 

Lyon Grows is our initiative to provide programming and support of sustainable living. 

Beginning in 2012 we began offering programs on gardening, food preserving and 

preparation, chickens, and other aspects of suburban farming,” survivalism, and 

sustainable living. Attendance at these programs is typically strong, and many patrons have 

shown interest in more programs of this type.  

In 2013 we began the Seed Sharing Library to promote interest in heirloom seeds and 

home gardens. We house it in the former card catalog and people are invited to take seeds 

and bring in seeds to share. 

In 2014 our Demonstration Garden was installed by Eagle Scout Matthew Deeds as his 

service project. In the fall, we collected straw, leaves, and newspapers to lay the 

groundwork for a Lasagna Garden, which is essentially making compost in place in 
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preparation for spring planting in 2015. In 2015 received a donation of compost from 

Tuthill Farms to jump-start the garden. We planted tomatoes, peppers, Swiss chard, 

sunflowers, pumpkins, cucumbers, and zucchini. We also allowed children to plant green 

bean seeds on Family Fun Day. With the boost of the compost the plants were overly 

vigorous and overwhelmed our limited space. The garden for 2016 will be scaled back and 

we are concentrating on the ingredients for making salsa with a fall Salsa program in mind.  

2015 Lyon Grows programs and attendance included:  Permaculture (35), Seed Starting 

(22) , Growing Organic on Stone Coop Farm (16), Garden Planning (13), Vermiculture (7) 

Homebrewing 101 (18), Foraging for Wild Food (15) Canning and Freezing (6), Seed Saving 

(17), Michigan Mushrooms (17), Make a Terrarium (15). 

 

Looking Forward 
The Technical Services team continues to face the challenges of small staff, limited space, 

and tight budgets. As always, we will continue to maintain and improve the functions and 

services of the Technical Services Department at LTPL.  

 


