Albert City Library 

Operations Policy-Circulation Policy

1. Borrower Eligibility/Responsibilities

Library Card
The Albert City Library serves residents of the City of Albert City and Buena Vista County.  Obtaining a library card is free; there is a $5 fee for a replacement card. New patrons must fill out a registration card and provide name, address and phone number; if patrons do not have a phone number they must give a name and phone number of a person who can be contacted on their behalf.

Students may obtain a library card when they are in Kindergarten with the permission of their parents or guardians.  People may register for a family card to cover all members of their family.
 
           Reciprocal borrowing privileges
The Albert City Library participates in the Open Access program which allows persons from outside our normal service area to check out our materials.  These people may register as an Open Access patron and may use all our services with the exception of interlibrary loan.


Loan Period Limits 
2 weeks for books, puzzles and pans

1 week for magazines

1 week for audio-visual (DVD, audio cassette, CD)
Audio Visual Limits
2 per person for each different type
Total Check-Out Limit
No total check-out limit for books is imposed on long-term patrons with a record of returning items on time.  4 DVDs only per cardholder.   
Returns
All materials may be returned to the front desk or placed in the drop box in front of the
      library. 
Renewals
All material may be renewed except new DVDs or items that are on the reserve list for   
      another patron.   The librarian may renew at her discretion.   
Requests
Patrons may recommend an item for purchase or interlibrary loan by speaking with one
      of the staff, or e-mailing the staff with their request.  Patrons must understand that all

requests may not be met. 
Reserves
Patrons may reserve items. Our automation process allows staff to reserve materials in the system for patrons by phone or in person.   If the material is checked out, staff will call the patron when it is returned. If they do not pick item up within a reasonable time, the next person in line will be able to check it out.    We will put the material back on reserve for the patron if they request us to do so.

2. Confidentiality of Records 
    All library circulation records, individual reference requests, and reading interests of patrons are confidential.  This information shall not be available to any agency of state, federal or local government except pursuant to legal process, with proper showing of good cause in a court of competent jurisdiction.  Section 22.7 (13) Code of Iowa, provides that libraries may not reveal to a third party the titles of items another patron has borrowed.
   The Director and the assistant director are designated as the “custodians of the records”.
3. Interlibrary Loan

The Albert City Public Library supports participation in and use of regional, state, and national interlibrary loan networks.  The library is a member of the Open-Access and SILO programs. Patrons may request interlibrary loans and can have 13 free requests each year, the year starts June 1st and ends July 31st; patrons will be charged $1.50 per item to offset postage. Loan period is determined by lending library. The borrower must pay charges assessed by the lending library.

4. Fees and Charges

The Albert City Public Library subscribes to the following statements from The Public Library: Democracy’s Resource: A Statement of Principles as written by the Public Library Association:


“Public libraries freely offer access to their collections and services to all members of the community without regard to race, citizenship, age, education level, economic status, disability or any other qualification or condition.


Free access to ideas and information, a prerequisite to the existence of a responsible citizenship, is as fundamental to America as are the principles of freedom, equality and individual rights.


Public libraries were funded and supported by appropriations from tax revenues for very practical reasons:  to provide and conserve books and journals economically for community use.”

The Library may charge fines or fees to encourage compliance with rules that promote fair and equal access to limited resources.  Fees may be charged for materials or services that become the property of the user.

Top of Form

Bottom of Form
Copier fee
Single sided copies 30 cents and double sided copies are 60 cents.  No allowance will be made for patrons bringing in their own paper.
Computer printouts
Black & white LaserJet 30 cents a copy.  All schoolwork copies are free. 
Color inkjet copies 50 cents a copy . $1.00 for double sided copies. 
Legal size copies  60 cents per copy.  
When the staff does research for the patron, the patron should be informed of possible printing fees. Library can wave the printing costs, in some circumstances.


Overdue & Fees Policy 

Every attempt will be made by the staff to establish good public relations. If a person informs us that they in fact returned material, the material will be taken out of their name and put into “Lost” if we are unable to locate it in the Library.  
 
It is costly and time consuming for staff to contact patrons for overdue material and late returns may cause people to wait therefore, patrons will be strongly encouraged to return material on time and to renew material.

1. Overdue fines are as follows:  2 weeks = $1.00 fine     1 month= $2.00 fine 
          6 weeks over due= $3.00    2 months= $4.00 fine and so on.     

2. Library staff will contact people anytime material becomes overdue.

3. Fees will be charged for damaged or lost materials and will not exceed replacement value. The director will review the matter and will charge fees accordingly.

4. A patron’s library privileges may be altered, suspended or denied, if they have overdue, damaged or lost materials; they may not be allowed to borrow materials or use the computers until materials are returned and/or restitution is made.
5.  A patrons library privileges may be suspended or denied after material has been missing from the library for 30 days.   After a reminder call that the item(s) are overdue and no attempt has been made by the patron to return them,  names, addresses and item information will be given to the City and they will contact the patron by certified letter  notifying the patron of the situation and that we can seek restitution according to Iowa Code 714.5.  

-----------------------------------------------------------------------------------------------

6. Legal procedures for lost or damaged materials or equipment 
The library will follow State Code of Iowa– Section 808.12 & Section 714.5.

The library will  report to the City the incident and they will contact the County Sheriffs Office if a person fails to return library materials 2 months after due date.   Before taking action the Library will have made at least two attempts to communicate with a patron.   If a patron does not respond or cooperate, necessary action by the City and Police Department will take place.   
If the Sheriff’s Department were involved, the matter would be treated as a theft and if charges were called for then charges would be filed.
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