ALGONA PUBLIC LIBRARY POLICIES — Circulation

Circulation Policy

Library Access Card

Any person living within the Algona city limits, unincorporated Kossuth County, or within an area
that participates in the State of lowa’s Open Access program is eligible for a library card at no
charge. There are limitations to a few services based on residency.

Any adult (18+) applying for library privileges must present identification and proof of current
address. Examples of such identification include driver’s license, student ID, voter registration
card, or mail addressed to the individual with a current postmark. A driver’s license and/or state
issued photo ID will be required for the library card application.

Any applicant 12-17 years of age may apply for a library card using their student ID, driver’s
license, or permit. They must list at least one parent’s/guardian’s contact information as the
financially responsible party.

Any applicant under the age of twelve (12) must have their application signed by a parent or
guardian, who must be present at the time the card is issued, to obtain a library card.

Applicants can complete the library card application online or in-person but must be present to
receive their card. Arrangements will be made for those who are unable to sign for themselves
or who are physically unable to come to the library.

Cards are issued for three (3) years; there is no fee for renewal. If a library patron loses their
library card, they will be charged a $1.00 replacement fee.

The Library will not reveal library records which contain the identities of individual users,
regardless of age, for private, public or commercial use.

Temporary Account

Any person without an ID or permanent residence is eligible to obtain a temporary library card
with limited access to resources. Applicants must have a valid email address or phone number
to contact.

Temporary cardholders may check out up to three (3) items at a time, not including equipment.
Cardholders will have access to online and in-house resources.

Temporary library cards are issued for three (3) months; there is no fee for renewal. If a library
patron loses their library card, they will be charged a $1.00 replacement fee. There is no fee to
change from a temporary account to a Library Access account.

The Library maintains a collection of materials for all ages, interest and viewpoints. It is the
responsibility of the parent or guardian to monitor their child’s use of library materials. The Library
cannot withhold materials from any patron, regardless of age.



The Library will not deny or abridge service to anyone because of age, religious, racial, social, disability,
gender, gender orientation, economic, or political status.

Borrower Responsibilities
A borrower is responsible for:
e Allitems borrowed and for charges incurred through use of the card.
e Reporting loss or theft of card to the Library and all use of the card until after the loss is
reported. Replacement cards may be obtained free of charge.
¢ Informing the Library of changes to the borrower's name, address, and other contact
information

It is strongly recommended that you do not lend your card to others. The person to whom the card is
issued is responsible for all fees and materials checked out with that card.

Borrowing
Patrons must present their library card or picture identification (if they have a library card but do not
have it with them) to check-out library materials.

The loan periods for Library materials align with standard library practices and are intended to maximize
public access. Adequate notice will be provided for any changes in loan period regulations.

Reminders to borrowers regarding overdue materials are a courtesy service. Failure to return materials
may result in the loss of borrowing privileges. Failure to return materials also may result in legal
proceedings pursuant to state and local laws.

The size of our collection and demand for specific materials--for special class projects, seasonal items,
etc. may require a limitation on the number of items checked out by any one person. The loaning of
these materials will be left to the discretion of the Director.

Renewals
Iltems may be renewed twice unless the item in question is on reserve for another patron or is more
than 2 months overdue.

Returning Materials
Exterior book drops are located at both ends of the building. Interior book drops are located at both
circulation desks. Please use the drops to return materials.

Holds
Holds are taken on titles which are owned or on order. Holds are made only at the specific request of a
patron. Items on hold will be kept for pick-up for four (4) working days.

Request for Purchase
Title requests are made by registered borrowers for materials that are not yet part of the Library’s
collections. All requests will be evaluated by staff for purchase.

Damaged/Lost Materials

A public library exists to serve the community and is based on the concept of sharing. When that is
violated, the Algona Public Library will pursue all legal avenues to retrieve library materials and property
that are overdue, lost, stolen, or damaged. Outstanding balances in the amount of $50 or more of



materials overdue by 60 days or more shall be turned over to a collection agency. Notification will be
mailed to patrons before the account is turned over to the contracted collection agency.

Patrons having overdue items may not check-out materials until the overdue items have all been
returned and/or payment has been received for lost items. Lost items are those that the patron
concedes cannot be located or have been checked-out for more than 2 months.

When library materials have been lost the patron will pay the replacement cost. The Director will
determine the amount of damage to be assessed in the case of damaged materials. At the discretion of
the Director, patrons may be able to provide a replacement copy in lieu of payment. Payments are
considered final. No refunds will be given if the item is later found.

Outreach Services

The Algona Public Library will provide, upon request, delivery of materials to homebound persons.
Patrons requesting homebound services must provide a safe and appropriate environment for staff
members or volunteers who make deliveries to the home. Library materials will be delivered directly to
the patron, their designee or by USPS. Patrons registered for homebound services may call or email the
Library to request specific titles or to request materials based on reading preferences. Homebound
services are provided at no cost to the patron.

Institutions may have, at their request, batch loans on a four-week loan period. This consists of 25-30
books rotated by library staff.

Institutions may also have group library cards, which allow multiple people to check out materials under
the name of the institution. Upon setting up the card, the institution will need to provide the library with
a list of people who are allowed to check out materials under their name. It is the responsibility of

the institution to notify the library when that list changes. Anyone wishing to check materials out under
an institutional name will need to provide identification to confirm they are on the provided list.

Interlibrary Loan (ILL)

ILL privileges are available to Algona residents and residents of rural Kossuth County with a current
library card in good standing. Open Access patrons and/or patrons residing outside of Kossuth County
are ineligible to use Algona Public Library’s ILL service.

There is a maximum limit of 10 active ILL requests per card.

There is no charge for most ILL requests. If a lending library charges fees to loan their materials, we
would proceed only with pre-approval of the cost from the requester.

If an item is lost or damaged, the borrower is responsible for the replacement cost plus any additional
processing fees assessed by the lending library. Algona Public Library staff will contact the lending library
to determine that amount.

Due dates are determined by the lending library and posted on each item.
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