CIRCULATION POLICY

Purpose: These rules have been created to provide equity of access to library materials
for the greatest number of people and control over the inventory of materials for which
the Columbia County Rural Library District is responsible.

Policies:

1. Library customers living or owning property within the unincorporated areas of
Columbia County or incorporated towns of Columbia County, who have a
separate contract agreement with Columbia County Rural Library District or have
annexed into the county library system may borrow items without paying any fee
if the items are returned.

2. The number of materials that any one person may borrow from Columbia County
Rural Library District is limited to 40 items at one time.

3. The first library card is free. Replacement cost for a lost library card is one dollar

($1.00).

4. Library cards will expire two (2) years from date of registration for library
customers, who reside within the Columbia County Rural Library District’s
jurisdiction and one (1) year for library customers who are nonresidents. People
keep the same initial card they were given and at the end of two years the renewal
is free for customers within Columbia County Rural Library District’s jurisdiction
or contractual town agreements. Nonresidents will pay a yearly fee.

5. People living outside the Columbia County Rural Library District’s jurisdiction
may borrow materials from Columbia County Rural Library District by paying a
non-resident fee established by the Board of Trustees.

6. Nonresident fee is $35.00 per person; $20.00 for seniors 62 and over; $15 for a
three-month (3) card.

7. Identification information required of library customers and parents or guardians
for minors at the time of registration includes: photo identification in the form of a
driver’s license, state identification, tribal card, military identification number or
student identification number plus proof of mailing address and street address. If
an address cannot be validated, the new card will be mailed to the library
customer and the library customer will be limited to checking out two (2) items at
the time of registration. Registration for a library card does not require the ability
to write one’s name.

8. The loan period for books is twenty-eight (28) days.
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9. The loan period for movies is seven (7) days.
10. The loan period for magazines is seven (7) days.

11. The loan period for hotspots is 28 days with no renewals. Hotspots that are more
than 7 days overdue will be shut off until they are returned.

12. Renewal period is equal to the original loan period in days with each patron being
allowed two renewals as long as no one has placed a hold on the item being
requested, except for new or high demand items, or wi-fi hotspots, for which there
are no renewals allowed.

13. No overdue fees will be charged; however, as a courtesy to library customers an
overdue notice will be generated the 11™ and 30" days after an item is overdue.
This overdue notice may be in the form of a print notice, email notice, or phone
call to the customer. A print notice and letter will be generated and mailed to the
customer after the 90th day an item is overdue.

14. All items 180 days overdue will convert to a lost status and a lost fee is charged in
lieu of an overdue charge. The fee for lost items overdue is $1.50 per book up to
a maximum of $6.00 plus the replacement cost of the item if not returned.

15. For replacement charges for lost or damaged items see the “Fines, Fees, and Other
Charges Policy.”

16. Library customers may not check out materials if they owe any fees to the County
Library District unless the fee is paid for in full or an attempt is made to pay the
fee down each time the customer comes into the library to check out materials.

17. Library customers may place a “hold” on any circulating item. There is no limit
to the number of holds a customer may place at one time; however, the total
number of materials that any one customer can have checked out at one time is 40
items.

18. Library customers ordering materials from other libraries through Interlibrary
Loan (ILL) will be responsible for any interlibrary loan fees the loaning library
may charge the library. See the Interlibrary Loan Policy for fee schedule.
Customer may order up to four (4) Interlibrary loan materials at one time (that is 4
total on order and/or received). Overdue Interlibrary Loan materials will be
subject to any overdue fees levied by the loaning library. Lost/damaged ILL
material will be the responsibility of the customer and the fee for lost/damaged
material will be assigned by the lending library.
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