Circulation Policy

Sample Policy #1
Circulation Policy
1. Library card application

1.1. Registration

1.1.1._____________________________ is a tax supported institution. ______________________________ residents pay no additional fees for obtaining a borrower’s card.

1.1.2. No additional fee is charged to residents of ____________________, KY, _____________________, KY, ______________________________________ or ______________________________ (The Library has reciprocal agreements with the libraries in these counties allowing ____________________________________ residents to obtain cards in these counties as well.)

1.1.3. Non-resident fees

• Non-resident fee is $27 and is good for twelve months.

• College/University student fee

o Students attending an institute of higher learning may purchase a library card for $5.

o The card is good for 120 days.

o Proof of current registration is required.

1.1.4. Temporary cards

• Temporary cards are defined as cards with expiration dates of 90 days or less.

• These cards are issued to patrons visiting _________________________ for less than three months and who do not hold cards from a reciprocal county.

• There is a $20 deposit required that is refunded when all materials are returned; any outstanding fees will be deducted from deposit.

• Temporary cards are limited to two per calendar year.

1.2. All applicants for a ____________________________ Public Library District borrower's card must register in person and sign the application form.

1.3. Patron Types

1.3.1. Adult patrons: defined as everyone 18 years old or older;

1.3.2. Juvenile patrons: everyone from birth up to and including 17 years old;

1.3.3. Business patrons: owner, director, CEO, or president of an organization, business, or institute may apply for a card in entity’s name for use by the organization

1.4. The application form must be completed in full, including street address for patrons with PO Box numbers, and signed.

1.5. Proof of name and current address is required to receive a library card.

1.5.1. Acceptable forms of photo ID are current:

• Valid State Driver's License

• Valid State ID card

• Social Security card

• Passport

• Immigration card, VISA, or Green card

• Military ID card

• Veteran’s ID card

1.5.2. Acceptable forms of address verification are these items with both current name and address:

• Driver's License

• State ID

• Current utility bill

• Current mail (postmarked within 30 days)

• Card will be mailed if address verification is needed

1.6. Applications for minors:

1.6.1. Patrons under 17 years of age must have application card signed by parent or guardian.

1.6.2. Parent or guardian must be present and must present appropriate ID.

1.7. Card replacement fee

1.7.1. There is no charge for the first card set issued.

1.7.2. After that there is a $2.00 fee to replace a library card set.

2. Patron loan limits

2.1. Adults/Juveniles

2.1.1. 50 total items on a card at any one time with the following limits

2.1.2. Item limits (any combination of Adult or Juvenile)

• Art prints: 5

• CD-Rom or other individual computer software: 5

• Gaming software: 5

• Remainder to equal a maximum of 50 items

2.2. During school assignments non-fiction items in one category, such as encyclopedias, any particular subject, etc. may be limited to two (2) items at any one time for a maximum check-out of three (3) days.

2.3. Restricted Accounts

2.3.1. Patrons that have had their accounts sent to collections but have made restitution; who have had excessive number of damaged materials; or who have violated library policy may have their account restricted.

2.3.2. These accounts are limited to three (3) items checked out at any one time.

2.3.3. This restriction is effective for up to 90 days.

3. Material loan limits

3.1. 7-Day Loan

• Entertainment movies, DVD or video

• Compact disc music

• Art prints

• Circulating CD-ROM software

• Gaming software

3.2. 21-Day Loan

• Adult fiction

• Adult non-fiction, including books with CD-ROMs

• Juvenile fiction

• Juvenile non-fiction

• New non-fiction

• New fiction

• Large Print materials

• Non-fiction movies, DVD or video

• Audio books on tape or disc

• Children’s read-along books with tapes/discs

• Magazines

3.3. Library Use Only

• Reference materials

• Newspapers

• Current issues of magazines

• Microfilm

• CD-ROM and other computer software

• Genealogy and local history materials from the Winder Room

• Pop-up books

3.4. Other Loan Limits

• Interlibrary loans: determined by lending library

• E-audio books, 21 days

• E-books, 21 days

4. Overdue fines

4.1. Fines

4.1.1. Fines

• Fines begin the first day overdue (there are no “grace” days on any items)

• 7-Day Items: Twenty cents ($0.20) per day for every day late beginning the first day overdue

• 21-Day Items: Twenty cents ($0.20) a day for every day late beginning the first day overdue

• Gaming software: One dollar ($1.00) a day for every day late beginning the first day overdue

4.1.2. Maximum fine accruals

• $6.00 per item checked out

4.1.3. Interlibrary loan materials are $1.00 a day for every day late beginning the first day overdue with no grace period

4.1.4. Fines over $4.99 must be paid before an account may be used; all fines must be paid completely at the automatic semi-annual account revalidation.

4.1.5. There are no fines on e-audio books or e-books.

4.2. Lost/Damaged items

4.2.1. Lost/Damaged items will be billed for the cost of the item

4.2.2. Refunds on lost and paid items must be accompanied by an original ______________________ receipt.

4.2.3. Refunds will be made up to three (3) months from date of receipt

4.3. Notices

4.3.1. Once an item is overdue for more than three days, one late notice will be sent

4.3.2. After 30 days an item will be presumed lost, and one billing notice, for the cost of the item, will be sent

4.3.3. 21 days after an item is billed as lost, the account will be turned over to Unique Management Systems for collection and a $10 collection fee added to the account

5. Renewals

5.1. Most items may be renewed once, with the following exceptions:

5.2. There are no renewals on the following items

5.2.1. Circulating CD-ROM software

5.2.2. Gaming software

5.2.3. Interlibrary loan items

5.3. Renewals may be made by phone or online (online requires valid patron card number and PIN—personal identification number)

5.4. Items that are on-hold may not be renewed

6. Reserves

6.1. Reserves may be placed on library materials with the following exceptions:

6.1.1. Reference and Library Use Only materials

6.1.2. Materials from the Winder Room collection

6.1.3. Interlibrary loan items

7. Temporary library card application

7.1. Temporary cards are defined as cards with expiration dates of 90 days or less.

7.2. These cards are issued to patrons visiting the area for less than three months and who do not hold cards from a reciprocal county.

7.3. All applicants for a Temporary borrower's card must register in person signing an application form as set forth in “Library Card Application” section of the Circulation Policy.

7.4. Patrons must include a local address along with the home address.

7.5. As with all library applications, patrons under 18 years of age must have application card signed by parent or guardian.

7.6. Temporary Patron loan limits

7.6.1. Ten (10) items total on a card at any one time with the following limits

7.6.2. Item limits (any combination of Adult or Juvenile)

One (1) CD-ROM software and one (1) gaming software. Page 9 of 38

8. Teacher Verification of Student Applications

8.1. The teacher of a classroom may act as verification of parent signature and address by going through the following steps:

8.1.1. Pick up blank applications and rules flyers at the library.

8.1.2. Send application and rules flyer home with student.

8.1.3. Have parent fill out application according to the rules on the flyer.

8.1.4. Teacher should indicate responsibility for verifying signature and address by filling in the following information on the back of the application:

• printing teacher’s name

• signing name

8.2. Return completely filled out and signed applications to Library Staff.

8.3. Cards will be issued after they have been reviewed and entered within five (5) days after applications are received.
Sample Policy #2
Circulation Policy and Procedure
Registration of Customers
All residents of ______________________are eligible for a _____________ card and are encouraged to become customers of the public library. This privilege extends to those owning property and/or employed in ____________________ County. ___________________ also has reciprocal borrowing agreements with:______________________________________________________________________________________________________________________________________________counties.
In order to receive a card, proof of residence must be established by providing one of the following:

· Valid Driver’s License

· Current property tax receipt

· Utility bill dated within the last month

The library discourages customers from allowing others to check out materials on his/her library card. However, if a customer presents another customer’s library card to check out materials, staff members will assume that permission has been granted for the use of that card unless the card has been reported lost or stolen. Liability for misuse may be avoided by reporting lost or stolen cards immediately. Records should be kept current by informing the library of any changes in personal information. Library cards must be presented each time a customer wishes to check out materials. The first card is free, replacement cards are $1.00 each. 
Juvenile cards
Parents must sign a statement of responsibility for children under the age of eight (8). Signing the library card means the customer agrees to assume responsibility for all who make use of the card, pay all fines and/or other charges incurred, notify the library of any change of address, inform the library if the card is lost or stolen, and comply with Rules of Conduct when visiting any ______________________________________ County Public Library.

Sample Policy #3
General Circulation Policy

The checkout period for books, magazines, audiocassettes, prints, and records is two weeks, with a limit of five (5) items at the initial visit. New acquisitions have a seven-day loan period. Thereafter, the limit will be twenty (20) items to any one individual at a time.

The checkout period for video/DVD’s is two days, with a limit of two (2) videos/DVD’s per customer. The borrower must pay any charges for late return, damage, or loss.  There is a fine of $2 per video/DVD per day overdue; loss or damage shall be replacement cost of the video/DVD. The borrower is responsible for rewinding. Videos/DVD’s may not be used for commercial purposes and no admission may be charged.  Customers wishing videos/DVD’s with public performance rights will be referred to the KDLA Film and Video Catalogue.

Library privileges will be revoked if overdue materials are not returned after receipt of second notice or if lost materials are not paid for.

Books that have a reserve list may not be renewed.

A customer must be a registered borrower before materials may be checked out.

Interlibrary loans are a service that all staff is encouraged to promote.  The loan period for these items will be designated by the lending library, as will any charges for lost or damaged items. A $1.00 charge per book is required.   

A deposit equal to the cost of the books will be required for GED books, computer books and other career examination books so designated, to be refunded upon their return.

Teacher policy

Teachers will be responsible for books checked out by students if they come as a class.

Overdue Policy

Upon written notification by the library to return library materials, any willful failure to return library materials after such notice will give rise to presumption of intent to deprive the library of its property and is subject to prosecution under KRS 514.030.

An overdue fine of five (5) cents per day per book will be levied.

Reserve Request

There is a restriction of 5 reserve requests held for any one person at one time unless the requests become a problem.  A circulation staff member will try for two (2) days to notify a customer that the book is here.  If the reserve book is not picked up within three (3) days after notification, it will be taken off reserve and returned to the shelf or given to the next customer on the reserve list.

Renewals

Renewals may be made in person or by telephone.  Books, audiocassettes, or videocassettes may be renewed twice, as long as there are not requests for the materials.  New books (in the collection three (3) months or less) may be renewed once if there are no requests for the items.

Lost or Damaged Books/Materials

Materials lost or damaged beyond reasonable repair by customers, or while in their care, must be paid for according to the latest replacement price, found either on the shelf list or in Books in Print (BIP).  If the title cannot be found in either, refer to the director for an estimate.  

Money paid for a lost item will be reimbursed minus the maximum fine charge upon the return of the item provided a receipt is shown by the customer or library records show proof of payment.

A note containing amount paid, date paid, person’s name, and reason for payment (lost, damaged, etc.) are marked in the computer until a decision is made whether to reorder item.

A decision is made at this time to replace, update, or withdraw the item.

Interlibrary Loan

The library encourages the use of Interlibrary Loan (ILL), as this is an efficient, cost-saving way to address specific but limited patron interest.  Staff is encouraged to suggest ILL to customers when it is appropriate.  Staff should inform customers of the library’s ability to borrow materials for them from other libraries rather than using the term “Interlibrary Loan,” since the customer does not always understand this jargon.  Customers need to be told that the service is $1.00 per book.

Materials borrowed through ILL are due according to the date set by the lending library.  Renewals will be at the discretion of the lending library.  Lost or damaged ILL materials may also carry a processing fee in addition to the replacement cost of the item(s); this is also determined by the lending library.

Occasionally items may be borrowed through ILL for in-library use only.  The lending library will determine if its materials are not for circulation, and the ______________________ County Public Library will honor their request, requiring such items to be used at the library only.

The branches and outreach services are also encouraged to use ILL with their respective customers.

Items received through ILL are marked accordingly, with a paper “sleeve” around the front cover.  This sleeve will indicate when the book is due to be returned to the _______________________ County Public Library rather than the date due back to the lending library.  This date will allow time for the staff to process the book for return and transport time through the mail, approximately one week.

Return postage will be charged to any customer failing to pick up requested ILL items.
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