
7.	LOST OR STOLEN LIBRARY CARD

A lost or stolen library card must be reported to the Library immediately since the patron retains financial responsibility for the items checked out to that library card. The Library will assess a $5.00 fee for replacing a library card.

8.	CHECKOUT

The patron, who is the library cardholder, is responsible for the care and return of materials checked out from the library. Parents or legal guardians are responsible for materials checked out by minors in their care.

The library is under no obligation to notify patrons of overdue library materials. If the library sends written notices of overdue items to patrons as time and resources of the library permit, there will be a $5.00 charge.

	a.	The general fiction non-fiction collections will be circulated for a period of two weeks (14 days) to eligible patrons.

	b.	The holiday collection and the video collection will be circulated for a period of one week (7 days) to eligible patrons.  Minors are not allowed to check-out R-rated movies.

	c.	The reference collection is for in-house use only and will not circulate.

	d.	The magazine collection is for in-house use only and will not circulate.

	e.	The archives collection will be available to patrons by request only and will not circulate.
	f.	The number of items that may be circulated at the same time on one library card shall be 12 books, 3 books on tape or CDs, and 3 videos or DVDs. The director of the library may impose additional restrictions, however, if there is a limited number of resources available or if there is excessive demand being placed on a particular item or collection of items.

g.	Patrons will be allowed to renew items one time after the initial check-out if no other patrons have requested the item.

h.   	R-rated materials will be checked out only to persons 17 years and older with a valid picture I.D.
 
	i.	Materials checked out for two weeks with one two-week renewal. Exceptions are: 

		i.	New, high demand items - 2 week checkout, no renewal 
		ii.	Audio books  - 2 week checkout, optional one week renewal 
		iii.	Videos, DVDs and Blu Rays - 1 week checkout 
		iv.	The preceding thresholds will be reviewed periodically by the library director, and the Director will bring suggested changes to the Board of Directors for action.

9.	ITEM RENEWAL

Garden City Library items may be renewed only once, as long as there are no holds on the item. This may be done in person, over the telephone, or online. The new due date for each item is calculated from the date the item is renewed, not from the date the item was originally checked out.

10.	RESERVED MATERIALS

Reserved materials may be held for three days after the patron has been notified by phone, or seven days after a hold notice has been sent by mail. Reservations shall be filled in the same order they are listed in the hold queue. 

11.	RETURNS

All but specifically marked items may be returned through the 24-hour drive-up book-drop. Delinquent patrons shall not be allowed to check out additional materials until all charges are paid in full and all items are returned. Patrons are delinquent if any of the following conditions apply: 

		  They have any fines or fees exceeding $9.99. 
		  They have been billed for overdue materials. 
 
12.	LOST ITEMS

If any Garden City item is overdue for more than 30 calendar days, it is automatically considered a “lost item.” A fee totaling the cost of the item, or group of items, plus an additional $5.00 processing fee for each past due notice sent is automatically added to the patron’s account. If a lost item is returned within 6 (six) months in good condition, the cost of the item will be waived (or refunded, if payment was made), but the patron will be charged the accumulated daily late fee (not to exceed the cost of replacement) plus the processing fee.  If any lost item belongs to another library, the funds received in payment of the lost item and any processing fees are forwarded to that library.  Refunds are issued from the owning library.

13.	DAMAGED ITEMS

Patrons are responsible to maintain the library materials they check out of the library in reasonable condition during the time that they have the library materials in their possession. Reasonable condition is defined as normal wear and usage of library materials. Patrons who write upon, injure, deface, tear, cut, mutilate, destroy, or otherwise damage library materials will be charged the cost for repair or replacement of the item plus a $5.00 processing fee. If an item belongs to another library, that library is responsible for assessing the damage and processing fee.

14.	RETURNED CHECK CHARGES

The Garden City Library will assess a $25.00 charge on checks which are not honored by the bank on which they are written and are returned unpaid to the Library. Further, at the discretion of the Director, any such dishonored check may be turned over to a collection service as deemed appropriate and necessary to collect funds due and payable to the Library, and the patron will be held liable for additional charges assessed for costs of the collection service.

15.	COLLECTION FEES

In the event that the Library has need to use the services of a collection agency to recover lost materials or outstanding fees/charges, a collection processing fee of $10.00 (ten dollars) shall be added to the account and shall be paid in addition to any other fees/charges for fines, lost/damaged materials, or other charges which have been made to a patron's account. Collection fees MAY NOT be waived. Collection accounts are forwarded to the Library assessing the collection fee.

16.	PRINTING CHARGES

Printing from Library electronic resources will be charged at the same rate as photocopying print materials. Current charges are ten cents per black and white page and $1.00 per color page.

17.	CLAIMS RETURNED

If a patron claims to have returned a Garden City Library item and the computer database indicates the item is still out, the staff will search for the item once each month over a six-month period. If the item is not found, a note will be entered in the patron’s record, and the item will be removed from the database. After two unresolved incidents, the “claims returned” option is no longer available to the patron and use of the patron’s card may be restricted.  

18.	OVERDUE FINES AND OTHER FEES: ITEM TYPE, FINES PER LIBRARY BUSINESS DAY

Books 10 cents per day
Audio books (tapes & CDs) 25 cents per day
Video/DVD/Blu Ray $1.00 per day
MP3 Players/audio devices $1.00 per day

19.	 OTHER FEES OR CHARGES:
[bookmark: _GoBack] The charge for usage of Library computers/internet will be $5.00 per day for non-cardholders. Sending a fax will be $1.00 per page.   Receiving a fax will be 15 cents per black and white page, and $1.00 per color page.
