Circulation Policy

POLICY STATEMENT

The AtlanticPublicLibrary seeks to have as few restrictions on the flow of information as possible, while also protecting
the library’s resources. The library does this by maintaining a database of registered borrowers and by giving customers
ingood standingaccessto the library’s collections. The AtlanticPublicLibrary strives to provide the community efficient
and equitableaccessto library materials and information, while ensuring these same materials are available in good
condition forall.

REGULATIONS

LIBRARY CARD ACCOUNTS

Residents of Atlanticand rural Cass County are eligible foralibrary card account.
Residents of the state of lowaare eligible toregisterfora library card account through the State Library’s Open
Access system. Residentsin cities not participatingin Open Access can applyfora non-resident card.
Residents of otherstatesare eligibletoregisterforanon-resident library card account, with the applicable fees.
The fee for a non-resident card is $40 per year.
A completed application, avalid photo ID, and proof of address are required tosign up for a library card account.
Acceptable forms of identification and proof of addressinclude:
o PhotolID
= Validdriver'slicense
= StateissuedID
= School ID
= Passport
o Proofof address
= Validdriver'slicense
= Recentutility bill
=  Currentrentallease
= Carregistration
= Mail received atthe currentaddress within the last 30 days
Library card accounts are valid forthree (3) years.
Library card accounts can only be setup withthe individual present.
o Children mustbe 6 years or olderto sign up fora library card.
o Parentscannotsign up childrenfora library card unless the childis present.
o Those 14 and youngerare required to have a parental signature forfull access toall library resources.
Without a parental signature, astudent account may be issued which only allows digital access.
o Exceptionscanbe made by board approval during extended closures.
By settingup a library card account with the AtlanticPublicLibrary, anindividual accepts full responsibility for
the use and return of all materials borrowed on this account. The individualwhose name appears on the
account will be charged fees by the AtlanticPublicLibrary for any items thatare lost or damaged during their
use by the account holder.
The account holderisresponsible forupdating their contactinformation with the library.
Account holders can maintain full library privileges by returning or renewing materials on orbefore theirdue
date, payingforlost or damaged items promptly,and promptly informingthe library of any change in their
contact information.
Accountholders must be presentin orderfortheiraccount to be used.
Parents/guardians are financially responsible forthe items checked out on their minor child’s library account.
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e Parents/guardians are responsible forguidingthe selection of library materials by their children.

CONFIDENTIALITY
e Allpatronrecords and information are confidential, pursuant of lowa Code, Chapter22.7(13).
e No patroninformation will be shared with other patrons. Thisincludes:
o Patroninformation
o What patrons have checked out
o What patrons are beingchargedfor

e Anypatron listedona library card, such as a Family card, can receive information about that account’s library
actions.

e Librarystaff can use information from a patron’s record to contact patrons concerninglibrary business and for
no otherreason.
e ThelLibrary Directoristhe Custodian of the Record.
o Anyand all requestsforpatroninformation must be submitted to the Director.
o Onlylegal requestsfromacourt-issued subpoena will release specific patron records.
o A writtenagreement, signed by the patron, may release thisinformation to arecognized third person.
¢ Information pertainingto library onlineresources or website access are not kept by the library.

LOANING PERIODS

e Thelibrarysetsloan periodsandlimitsinorderto provide patrons with fairand reasonable access to the
library’sresources.

e Itemswill notbe due ona daythe libraryisclosed.
e Patronswithany overdue items will notbe able to check out.
e PRINT
o Booksand magazinesare checked outfora limit of 28 days (4 weeks) with the following exceptions:
= Reference materials
=  Newspapers
= Historical & Genealogical items
o Thereare nolimits onthe amount of print materials that can be checked out at any giventime.
e AUDIOBOOKS & CDs
o Audiobooksand musicCDs can be checked out for a limit of 28 days (4 weeks).
o Thereisno limitonthe amount of musicCDs and audiobooks that can be checked out at any given time.
e DVDs
o DVDscan be checked outfor a limit of 7 days (1 week).
o Alimitoffour(4) DVDs can be checked out at any given time, with these stipulations:
= Limitof 1 TV season peraccount
= Limitof2 new movies peraccount
e KITS & OTHER FORMATS
o Bookclub kitscheck out for a limit of 42 days (6 weeks).
o Otherkitsthat are book-based will check outfora limit of 28 days (4 weeks).
o Otherkits or formats that are activity-based willcheck out for a limit of 7 days (1 week).

RETURNING ITEMS
e |temscan bereturned:
o Inthewalk-up book & mediadrop, located by the south entrance
o Ateitherservice desk,inthe droplocatedinthe desk.
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o Handedto a staff person at the service desk.
e Itemscan bereturnedtoanotherlibrary participatingin Open Access.
o Theitemswillnotbe checkedinbefore beingsentbacktothe AtlanticPublicLibrary.
o Patronsare responsible forthe item until it has reached the AtlanticPublic Library and checked in.
e |temsfromotherOpen Accesslibraries canbe returnedtothe AtlanticPublicLibrary.
e Itemsshould notbe left onthe service desks oranywhere otherthanthe drop. Patronsare responsiblefor
returningtheiritemsinthe properplace.

RENEWING ITEMS

e Librarymaterialscan be renewed one (1) time.

e Library materialscan berenewed:
o By phoneduringregularlibrary hours
o By accessingyouraccount on the library’s online catalog
o By email, theitemwillbe renewed during regularlibrary hours
o Inperson,duringregularlibrary hours

e Library materials are not available forrenewalif:
o Theitemis onholdforanotherpatron.
o Theitemis consideredlostbythe system.
o Theitemhas already beenrenewed once.
o Exceptionstothiswill be made atthe discretion of the library staff, on a case by case basis.

MATERIAL HOLDS (RESERVES)
A holdisarequestthatplacesa patronina queue fora specifictitle fromthe library catalog.
Cardholders mustbe in good standingto place holds.
e Patronscan place holds on mostitemsinthe library collection:
o Byphone
o Inperson
o Online, throughthe library’s online catalog
e Patrons placing holds must be aware that items currently checked out to another patron may not be returned by
the due date.
e Patronscan be notified one of three ways whenahold comesin:
o Byphone
o Bytext
o Byemail
e Holdswill besetaside forthe requesting patron foreight (8) days beforeitis cancelled, moved to the next
person waiting, or placed back on the shelf.
e Missingltems
o Libraryitemsbecome missingwhenalibrary patron putsan itemawayinanotherarea ortheitemis
misshelved by staff.
o Patronsshould ask staff any time they cannotfind an itemthey are looking for.

INTERLIBRARY LOAN
e Interlibraryloanisavailableto all patrons.
o Open Access patrons may only requestitemsthat can be delivered through the lowa Shares courier
service.
e Patronscan requestupto five (5) items at any giventime.
o Patronscan onlyrequestone textbook ata time.
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o Itemsnewerthansix (6) months will be asuggestion for purchase, notan Interlibrary Loan request.
Requests may be made in person, by phone, orby email.
Patrons must have library accountsin good standing.
Titles owned by the AtlanticPublicLibrary cannot be requested through Interlibrary Loan.
Interlibrary loan requests willonly be made tolibrariesin the continental United States.
Thereisa $2.00 charge peritem received by the Atlantic PublicLibrary, whetherthe patron picks up the item or
not. Thischarge helpscoverthe costof postage. This charge must be paid whenthe itemis checked out.
Interlibrary loanitem due dates are set by the loaninglibrary, notthe AtlanticPublicLibrary. ltems may or may
not be available forrenewal.
Anyand all fines orfeesthe loaninglibrary charges the Atlantic Public Library will be passed on to the patron.

FINES & FEES

Overdue Items
o Thelibrary doesnot charge a fine foroverdue materials. However, patrons are encouragedto returnor
renew materials by their due date.
o Overdue noticesare setto notify patrons of overdue items at seven (7) days and fourteen (14) days
afterthe due date.
o Overdueitemsautomatically become lost at 30 days overdue. The item may still be returned without
replacement feeifitisingood condition.
A paymentdue notice will be sentforitems thatare 60 days past the due date.
At 90 days past due the item can no longer be returned without generating a replacement fee.
Date due warnings can be sentviatextor email, three days before anitemis due.
Overdue notices are firstdone by phone, text, oremail. Second, lost, and payment due notices are by
mail.
Items missing pieces
o Patronswhoreturn items with missing pieces will be contacted. If the missing pieces are notreturned,
the patron will be charged for the cost of replacingthe piece orthe entire item.
o Theitemwill remainchecked outtothe patron until the piecesare returned or paid for.
o Thecost for these piecesvariesonthe type and whetherthe pieceisreplaceable, orthe whole item
needs replacement. See Appendix A.

0O O O O

Damaged Items
o Damageincludes, butis notlimitedto:
= Ripped pages
= Liguiddamage
=  Excessive markings
= Brokencases
= Brokendiscs
o Costsfor damageditemswill vary, dependingontheitem. See Appendix A.
o Normal wearand tearfor library materialsis expected.
Lost items
o Lostitemsare those itemschecked outto patronsand neverreturned.
Lost items will be considered lost after thirty (30) days overdue.
The cost of the item and letterfee will be charged to the patron’s account.
Patrons with lostitems ontheircard will be blocked from checking out.
Lost items can be returned tothe library within 90 days (three months) afterthe due date fora waiver
of the lost charges.

o0 O O O
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o Lostitemsreturnedtothe library 90 days (three months) or more after due date will be charged forthe
item. The patron will be able to keep the item but must pay the charges.
e Refunds
o Refundsare onlyavailable for paid lostitems that were returned within 90 days of due date.
o Ifa patronfindsa lostitem afterthey have paidforit, a refund will be available, but only for 30 days
after paymenthas beenreceived.
o Thelostitemmustbeingood condition whenreturned.
o The patron mustrequestthe refund. A staff member will submit paperwork to the library director.
o Paymentwill come from the City of Atlanticas a check, following the next Library Board of Trustees
meeting.
e Lostlibrary (patron) card
o Lost cards can be replacedfora fee.
o Patronsmay requestanew library card at no charge whentheiraccountisdue to be renewed.

PROCEDURES

LIBRARY CARD ACCOUNTS
e Whena patron requeststosign up fora library card account:
o PleaserequestaphotolDand proof of address.
o Hand the patron alibrary card application and request theyfillitoutin pen.
o CheckApollotomake sure they do not have an account already.
o Whilethe patronisfilling outthe application form, staff can begintofill in the necessary information
fromthe patron’s photo ID and/or proof of address.
o Make sureto selectthe correcttype of card. The followingare available for use:
= Patron (one person peraccount)
= Family (more than one person peraccount; main card holder must be an adult)
=  Business
= Student(digital access only —no parental signature required)
= School (adult educator)
= Homebound
= DO NOT use New Member
o OpenAccessand non-resident patrons are limited:
= Patron

e Whenthe patron isfinishedfilling out the form, please verify the information matches their proof of address
and that they have completed the entirety of the form.
o Staff will finishfilling outthe informationin Apollo, including how patrons will be contacted for overdues, date
due warnings, reserves, and check out receipts.
e Staff must hit save. The expiration date isautomatically set forthree years.
e Staff will give the patrona brochure with the library hours, information about the library, and acard with their
barcode numberwrittenonit. The patronis nowinthe system.
e Theseformsare set away from the circulation desk, to protect patron confidentiality.
e OpenAccess
o PursuantwithlowalLibrary Services, mostlibrariesin lowa participatein Open Access. This means
patrons from across the state can sign up for library cards at most of the libraries around the state. The
processisthe same forotherlibrary cards.
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o Thereisno fee.
e Non-residentcards
o Patrons must purchase theirlibrary card. These should expireeveryyear. Staff will need to change the
expiration date, andinform the patron, beforeinformation is entered, concerning non-resident cards.
o Non-resident card accounts are $40 per year.
= Thefeeforanon-residentcard closely matches whata patron livingin city limits paysin
property tax each yearfor library service.
e Ifa minor14 or youngerwishestosignupfora library card, their parent must be present fora patron account
to beissued. Astudentaccount can be issued without the parent present.
e Minors undersix (6) years of age are not eligible forlibrary cards.
e Patronscan have a patron or family card account and a business orschool card account. Patrons CANNOT have
a patron card account and a family card account or a patron card account and a student card account.
e Librarycard applications mustbe done in person. Temporary cards may be created electronically during
extended closures like COVID-19 publichealth disaster.
e Whena patron needstorenew theirlibrary account, the steps required are the same as if they were signing up
foranewcard.
o Theymust be present.
o Theyneedtofill outa new form or sign an account renewal form printed from Apollo and show proof of
address.
o Do notissue anew patron barcode unlessthe account has notbeenrenewedsince2016. Justupdate
the existing account. Patrons may requestanew card at no charge when the accountis due for renewal.

CONFIDENTIALITY

e Patronrecords are confidential. Noinformation, includingitems checked out, check out history, or contact
information should be shared with any other member of the public or staff.

e Patroninformationshall be usedforlibrary use only. All otheruseswill be subjectto discipline.

e Whencalling patrons forholds or overdues, staff will not share the titles of materials unless they are speaking to
the account holderthemselves. Ifitisa family card, that information can be shared with anyone whose name is
on the account.

o Titlesofitemsshould notbe leftin messages.
e Alllegal requests must gothrough the Library Director. Staff are notto provide anyinformationto anyone.

LOANING PERIODS
e Libraryitemsare notdue on days whenthe libraryisclosed.
e Books, magazines, musicCDs, kits, and audiobooks:
o Checkout forfour (4) weeks, ortwenty-eight (28) days
o No limitonthe amountthat can be checked out
e DVDs
o Checkoutforone (1) week, orseven(7) days
o Each account can check out a total of four (4) DVDs with these limits:
= One(1)tvseason
= Two (2) new movies peraccount
¢ Newspapersand Reference/Historical materials
o Nocheckout
e Kits & Otherformats
o Bookclub kits check out for 6 weeks
o Kitsthat are book-based follow book checkout of 4weeks (28 days)
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o Kitsthat are activity-based and otherformats (including games) check out for 1 week (7 days)
e Patrontype limits
o Family cards have the same limits as patron cards
o Businessandschool accountsshould be used only foritems related to each. Patronsshould notbe
usingthese accounts for personal items.
o Studentaccountsallow access to digital resources only.

RETURNING ITEMS
e Staff can acceptitemsbeingreturned when atthe service desk.
e Staffshould check the book drops at the service desk regularly.
e Staff should checkthe outside drops before opening, at noon, at 3:00, and an hour before close.

RENEWING ITEMS

e Whena patron requeststorenewanitem:
o Staff will pull up the patron’srecord
o Staffwillfindthe itemtorenew onthe patron’scard. There willbeaY oran N nexttothe item,Yfor

yes, Nfor no —renewals allowed.

o Ifthe itemcan be renewed, staff will renew the item.

e Itemsbroughtintothelibrary by a patronto be renewed should be checkedin, then checked back outto the

patron, as longas there are no holdsonthe item.

MATERIAL HOLDS (RESERVES)
e Whena patron requeststo putan itemon hold, staff will:
o Checkthelibrary’sonline catalog
= |fthe itemisavailable, helpthe patronfind the item.
= |fthe itemisnotavailable, staff will place arequestontheitemforthe person
o Requestsforholdscanbe madein person, by email, orby phone.
o Patronscan requestitemsfromthe library’s catalogas long as they have an internet connection.
e Ifa patronrequestsa BRIDGES item, the hold request must go through the BRIDGES system. Holds are not
available onthese itemsfrom Apollo.
e Whenaholdcomesin fora patron, staff will either notify the patron by phone, or Apollo will notify the patron
viatextor email.
o Callnotifications by staff should be made the same day the itemis available.
o Staff will write down the attempts they have made to notify the patron on the hold slip.
e Whena holdexpires:
o Staff will checkthe hold shelf every day for holds that expired the day previously.
o These holdswill be pulled off the shelf and checked in.
e Staffwill runareserveslist each day, to pull items patrons have placed onreserve online.
o Clickon Reservesand Overdues.
o Clickon Reserve Search List.
o Findtheitemsonthelistand checkintheitems. Aholdslip should printforeachitem.

e Missingltems
o Whena patron looks foran itemthat saysit is ‘In’ but is not on the shelf, staff shall:
= Visitthe shelveswhere the item should be located. Look behind materials, and on the shelves
surroundingthe shelf the item should be located.
= Offertoplace the patronon holdforthe item, forwhenitappears.
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= Apologize tothe patronforthe inconvenience and assure the patron the staff will look forthe
item.
» The staff shouldthen update the item to Missing.
e Go to Materialsand Edit Materials.
e Look uptheitem.
e InltemHoldings, clickon Problems.
o Clickon Add New.
e Changethe Typeto Other.
e Change Locationto Missing.
e Addyourinitials.
e C(Clickon Update Problem.
o A MissingReportshall be run every month to searchthe library for items marked missing.
= In Reports, clickon Material Problems
= Change the Start and End dates.
= Change Locationto Missing.
= Sort by Call Number.
= ClickonView.

INTERLIBRARY LOAN
e Whena patron requestsanitem not owned by the library, staff will:
o Filloutan Interlibrary Loan request form with the title and author of the item, as well as format (book,
audiobook, Large Print, etc.), ISBN, and any otherinformation available
= Staff shouldfirstcheckthe library catalog to verify the itemis notowned by the library.
= |fthe itemisnewerthansix (6) months, noInterlibrary Loanrequest will be made. Asuggestion
for purchase can be done.
= Staff needtoverifythe information the patronis givingthemis correct by lookingtheitemup
on www.amazon.com or www.worldcat.org
o Enterthe patroninformation, including name and contactinformation
= Staff shouldlook upthe patron information to make sure there are nofeesorfinesontheir
account or overdue materials.
= Staff needtoverify contactinformation with the patron.
=  QOpenAccess patrons may requestan|LLto be delivered onlowa Shares. If the item cannot be
delivered onlowa Shares, they must request from their “home” library.
o Letthe patronknowthereisa $2 fee peritem. Thisfee mustbe paid whentheitemischecked out.
o Letthe patron know the processforInterlibraryloan cantake up to eight (8) weeks to get materials
from otherlibraries.

e Whenarequesthasbeensubmitted:
o Staffwill checkSILOto seeiftheitemisavailable forrequest.
o Iftheitemisnotavailable through SILO andthe memberisa resident of Atlantic, rural Cass Countyor a
contractingcity, the request will be sentto the Southwest Library Service office for OCLC procedures.
o Staff will checkthe SILO or OCLC systems toseeifand when anitem will be arriving.
e Whenanitemcomesinto thelibrary:
o Oncetheitemsare at the library, staff will open the containers they arrivedin, without ruining the
container. These will be usedto ship the items back.
o Staff will putthe informationfortheitemintoApollo.
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o Thedue date will be assighed to the item and written on an ILL bookmark, which will then be placedin
theitem.
A fee of $2.00 peritemwill be added to the patron’s record.
The patron will be notified by phone, text, oremail thatthe itemis available.
The ILL item will be held on the hold shelf untilthe patron picks up the item or the due date is reached.
o The$2.00 fee mustbe paid whenthe itemischecked out.
e RenewingllLLitems
o Allrenewal requests mustbe submitted tothe lendinglibrary.
o Thereisno guarantee renewals will be available.

O O O

e Whenan Interlibraryloanitemisreturnedtothe library
o Staff willcheckinitemsinApolloandSILO.
o Theitem(s) will be re-packaged forlowa Shares courierservice or USPS shipping.
o Staff will use the Post Office to mail items noteligible for lowa Shares delivery.

FINES & FEES
e Overdueltems

o Thelibrary does not charge for overdue materials.

o Patronscannot checkout if they have ANY overdue items.

o Overdue notices are setto notify patrons of items at seven (7) days and fourteen (14) days afterthe due
date.

o Staff will runthe overdues every day and check to make sure the ite ms are not on the shelvesinthe
library before setting Apollo to notify patrons.

=  Staff will print off the Overdue Stages 1, 2, and 3 listsand check the shelves.
= Anyitemsonthe listfound onthe shelvesshould be checked inimmediately.
= For Stage 1, staff will click on Regenerate & Notifyin Apollo, once both floors have been
checked.
=  For Stage 2, staff will click on Regenerate & Notify, once both floors have been checked. Notices
will be printed.
o Staff will double-check patronrecordsto note all charges and overdue materials.
o Letterswill be mailed.

o Iltemsthirty (30) days overdue will be considered lost (Overdue Stage 3). Patrons will be billed forthe
item but may returnthe itemin good condition to waive the replacement fee. A letter fee of $2 will not
be waived.

o Itemssixty (60) days overdue (Overdue Stage 4) will generate a payment due notice. Letters will be sent
by certified mail. A certified letterfee of S5 will be added. If there is no response within 2weeks to the
payment due notice, the account may be turned overto the local police.

e |temsmissingpieces

o Whenitemsare returned, staff will inspect eachitemto make sure all the pieces are accounted for,
before checkingintheitem.

o Ifa piece (forexample, adiscforan audiobook)is missing, staff willlook up the patroninformation, and
fill outa problem contact form. THE ITEM WILL NOT BE CHECKED IN.

o The staff will notify the patronthey returned the item missing parts.

= |fthe patronisstillinthe building, staff can offerthe item backtothem, sothey can returnthe
complete set.
o Staff will offertorenewtheitem.
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= |fthe patronis notin thelibrary, staff must call the patron to notify them of the missing pieces.
o Staff will tell the patronthe item will not be checkedin until all pieces are returned.
o Staff will offertorenew theitem.
e Anotewillbeplacedinthe patron’srecord, notingthe item and whatis missing. This
note will be deleted when the piece isreturned and the item checkedin.
o Theitemmissing pieceswill be set onthe bookshelf for Missing Items.
o Iltemsmissingpieces willgothroughthe overdue notification process.
o Ifthe missing piece cannot be found, the patron will have to pay forthe piece or marketvalue forthe
entireitem, if the piece cannotbe replaced. See Appendix A.
Damaged Items
o Whenitemsare returned, staff will inspect eachitemforany damage.
= Damage doesnot include pages fallingout orbroken spines. Thisis normal wearand tear.
o Ifanitemisdamaged, staff will look up the patroninformation, and fill outa problem contact form. THE
ITEM WILL NOT BE CHECKED IN.
o The staff will notify the patron of the damage to the item.
= |fthe patronis still inthe building, staff can discuss with the patron about payingforthe item.
= |fthe patronis notthe inthelibrary, staff must call the patron to notify them of the damage.
o Staff will keeptheitemonhand fortwenty-eight(28) daysforthe patron to claimthe
item or to refute the damage.
o Ifthe itemismoldyorotherwise unsafe to keepinthe library, the item will be
thrown away.
= The patron will be charged the entirety of the item if necessary. See Appendix A.
= |temswill be chargedtoa patron’saccountfor the full marketvalue of the item.
Lostitems
o ltemsare considered lost after twenty-eight (28) days overdue.
o The market value of the item will be charged to the patron’s record.
o Patronswithlostitemsontheiraccounts will be blocked from checking out.
o Ifa patronreportstheyhave lostan item:
= Staff will pull up the patron’srecordin Apollo
= Clickon Manage Finesand Problems
= AddNewand Attachto the lostitem
»= Choose Lost/Destroyed.
= The patron then has the option of paying at this point or havingthe charges applied totheir

record.
Refunds
o Ifa patronpays fora lostitemandthen finds the item, refunds are available within 30 days of paying for
theitem.

o Theitemmust be ingood conditionwhenreturned.
o Toissuearefund:
= Staff must printthe patron’s transaction history, found in Manage Fines and Problems.
= Theamount paidforthe item must be noted.
= Staff willinformthe patron arefund will be mailed tothem from the City of Atlanticin the next
30 days.
= Staff mustfill outa refund requestformto give to the Library Director.
= The Library Director will add the refund to the Library Board of Trustees meeting, so they can
approve a refund.
= The City of Atlanticwill issue a check.
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o Refundsforlostitemsafter30 days or foritemsin bad condition will not be processed. The patroncan
keeptheitem.
o Items paid after more than 90 days overdue are not eligible forarefund atany time.
e Lostlibrarycard
o Ifa patronrequestsa new library card before the accountis due for renewal, there willbe a $3 fee.
o Patrons may requestanew card at the time of renewal forno fee.

GUIDELINES

LIBRARY CARD ACCOUNTS
e Patrons must be presenttosign up or renew theirlibrary account.

o Exceptionstothis: Staff can renew patron cards fora limit of one yearif the patron is unable to make it
into the library. Staff can issue new patron cards or extend account expiration duringan extended
closure. Staff must verify:

= Address
=  Phone
= Contact preferences
o Non-residentlibrary accounts must be renewedin person.
e Homebound patrons
o Homebound patronsinclude homebound individuals, nursing or retirement homes and communities,
and daycares.
An authorized person cansetupa library card accountfor a homeboundindividual.
Library card applications can be mailed to homebound individuals.
Staff check out materials to homeboundindividuals.
o Volunteersdeliver materials to homebound individuals and return their materials for them.
e Educators needing certain subject ortopics can call ahead to the Youth Services Librarian.
o TheYouth Services Librarian or Youth Services Assistantis then authorized to check out materials on the
educator’s behalf.
o Materials can be delivered to or picked up by the educator.
e Family memberscan pick up hold items and check out on the family member’s card forthat hold item.
e Studentaccounts
o Studentaccountsare forstudentsin Atlanticages 6-14 who apply fora library card without a parental
signature.
o Studentaccountsonly provide access to digital resources.

O O O

e Family card accounts
o A familycard can be setup withoutall members of the family present. The first name listed onthe
family account will be the one responsibleforall materials and feeslisted onthe account.
Family accounts can only be created if the first name listed is a legal adult.
If a family membercreates his/her own patron account, his/her name will be removed from the family
account.

CONFIDENTIALITY
e Staffshould reply toanyrequests for confidential information:
o “The library strivesto protectthe privacy of our patrons. | cannot not share that information.”

LOANING PERIODS
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e Ifa patronhas the limit of DVDs checked out, but claims they were placed in the drop, staff can check out more
DVDsto this patron. Staff do notneedto checkin the DVDsfirst.

e Library must ask business orschool cards whichitems should be placed on the business orschool card. Personal
items shall be placed on their patron or family account.

e Checkoutlimits can be extended up totwo (2) weeks afterthe due date, at the staff’s discretion. Staff are to use
theirjudgementwhen a patron requests adue date extension.

RETURNING ITEMS
e Staffshall encourage patronstoreturnitemsinthe drop.

RENEWING ITEMS

e Staff can change the due date for the following reasons:
o Patronswill notbe able to makeitin, due to weatherorillness.
o Patronshave beensickorinthe hospital, and unable to make contact with the library.
o Patronhaslostthe itembutwould like alittle extratime to look forthe item.
o Patronhas anitemchecked out, butit has a missing piece.

¢ Intheseinstances, library staff can change the due date to add an additional two (2) weeks.

e [temsrenewed more thanonce atthe staff’s discretion cannot be rene wed a third or fourth time.

MATERIAL HOLDS (RESERVES)
e Holdscan be extended two (2) days for patrons who cannot make itinto the library within the eight (8) day
window.

o Patrons must request this extension.
o Staff will change the date onthe holdslip.
o Itemswill be leftonthe hold shelf untilthe extended date has passed.

e Missingltems
o Noguidelines.

INTERLIBRARY LOAN
e |Ifthe libraryownsatitle, butitisalsorequested by the patron for Interlibrary Loan, the item can be requested

if:
o Theitemownedbythe libraryis missing, lost, ordamaged.
o Theitemis fora bookclub,and multiple copies are needed.
o Theitemis beingrequestedinaformatthe library doesnotown.
FINES & FEES

e Overdueltems
o Staffshall offertorenew any due or overdue items onapatron’saccount whenthey try to check out.
o Ifa patronsays they’vereturned aniteminthe dropand it’s overdue, staff will go ahead and check out
the itemstheyare wantingto check out. Staff do notneedtocheck inoverdue items beforechecking
out to the patron.
e [temsmissingpieces
o Patronswith items missing pieces may take care of thisinthree ways:
=  Returnthe missingpiece
=  Pay to replace the missing piece.
e Thelibrary will passthe charge from the library vendorto replace the piece to the
patron.
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= |fthe missingpiece cannotbe replaced, the patron will be charged marketvalue forthe entire
item.
e Patronscan pay this charge.
e Patronscan find an exact match for the item and bring that iteminto replace the item
missing pieces.
o Inthisinstance, a S5 processing fee willbe charged, to coverlibrary costs.
e DamagedItems
o Ifa patronclaimsthe damage done to the book was done before they checked it out:
= Staff will make anotein the patron’srecord, but notone that pops up at Circulation
= Staff will requestthe patron make a note of the damage or pointit out to the staff or notify the
staff whentheyreturntheitem.
= Staff willcheckintheitemandsetitaside forweeding.
o Patronscan take care of damaged item chargesintwo ways:
=  Patronscan pay the cost for the item.
= Patronscan find an exact match for the item (i.e. ahardback book to replace a hardback book,
ora 2-discDVDset to replace a2-disc DVDset) and bringthat iteminto replace the damaged
item.
e Inthisinstance, a$5 processing fee willbe charged, to coverlibrary costs.
e lostltems
o Patronswithlostitems may take care of these in two ways:
= Patronscan pay the cost for the item.
= Patronscan find an exact match for the item (i.e. a hardback book to replace a hardback book,
or a 2-discDVDset to replace a2-disc DVDset) and bringthat iteminto replace the lostitem.
e Inthisinstance, a S5 processingfee willbe charged, to coverlibrary costs.
e Refunds
o Refunds mustbe approved by the Library Board of Trustees and checks cut from the City of Atlantic.
o Afterthirty (30) days, a refundis no longeravailable. Staff will welcome the patrontokeeptheitem
they paidfor.
e Lostlibrarycards
o Patronsmay requestareplacementfora$3 fee whentheiraccountisnot due for renewal.
o Patrons may requestareplacementfornocharge whenthe account renews. Staff should notsuggesta
replacementasit affects all digital services they may use.
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Appendix A

Missing Pieces charges

Description Charge

Missing barcode $2.00
Audiobooks & Playways |

Missing disc from an Audiobook $10.00
Missing case for Audiobook $8.00
Missing Playaway case $5.00
Missing sleeve from Audibook case $2.00
DVDs & BluRays |

Missing or damaged case from DVD or BluRay $5.00
Missing or damaged disc from multiple disc set $10.00

Music CDs |

Missing or damaged case for Music CD

$3.00

Missing or damaged disc from multiple disc set

$5.00

Miscellaneous Items |

Missing or damaged bag (for kits or homebound)

$5.00

Missing book from a kit

$10.00

Missing disc from a kit

$10.00

Processing Fee charges

Description Charge
Book $5.00
Audiobook, DVD, BluRay, CD $7.00
Kit $4.00
Lost Notice sent by first-class postage $2.00
Payment Due notice sent by certified letter $5.00

Library Charges & Fees

Description Charge
Printouts & photocopies (Letter & Legal) $0.10
Double-sided letter or legal copies $0.20
Ledger copies $0.20
Laminating - full-sized $1.00
Laminating - small-sized $0.50
Interlibrary Loan fee $2.00
Faxing - sending & receiving $1.00
Ear buds $2.00

USB Flash Drives

$5.00

Library card replacement

$3.00

If the individual CD can be replaced

If the individual disc can be replaced

If the individual CD can be replaced

If the book can be replaced
If the CD can be replaced

each

each page

each

per linear foot

each

per book

per page

while available

when available

when account is NOT due for renewal



