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Schroon Lake Public Library

Circulation Policy and Procedure

. CONFIDENTIALITY

The Schroon Lake Public Library Board of Trustees respects the right to privacy and
confidentiality for each individual to read, listen to, or enjoy each and every item in our
collection. This right extends to items viewed on a computer provided the viewed items
do not violate the library internet policies.

Except in dealing with law enforcement agencies, the library will not disclose any
information found on any application or form other than the name of the applicant. The
Board further states that it will not disclose a listing of items borrowed or items copied
by any patron to anyone.

Il. LIBRARY CARDS

Individuals wishing to check out materials from the Schroon Lake Public Library must
have a valid library card. Library cards are valid for one year from the date of issue.
Identification must be presented in order to update the card. To renew an expired or
expiring library card, patrons must verify their address and contact information and pay
all outstanding fees.

A. Resident Adults

A free card is issued to any resident who presents identification and proof of current
address. A resident is defined as any individual owning property or renting/leasing
property for more than thirty (30) days in the Towns of Schroon, Minerva, North
Hudson, or the unserved areas of North Warren.

Any of the following original current photo identification forms can be used to verify a
patron’s name:

e Driver’s License

e State Identification Card

e Student Identification Card

e Employee Identification Card

e Military Identification Card

e Passport, Visa or Consulate issued ldentification Card
e Immigration records



Current versions of any of the following can be used to verify a patron’s address:

e Driver’s License

e State Identification Card

e Student Identification Card

e Employee Identification Card (including paycheck stub dated within 30 days)

e Automobile registration

e Property tax notice or receipt

e Lease or rental agreement and/or current month’s rent receipt

e Recent utility bill

e First class mail postmarked within the last 30 days sent by an institutional third
party (government agency, bank, school, utility company, library, etc.)

B. Resident Young Adults (14-17 years)

In addition to the above, the following are also acceptable proof of identification and
residency:

e Current report card showing mailing address
e Working papers showing mailing address

C. Resident Children (Under 14 years)

Children are eligible for a library card when they enter kindergarten. A parent/legal
guardian signature is required for children under 14 years of age. Parents/guardians
may obtain a card for their child by presenting proof of residency and by signing the
registration card. The parent/guardian assumes responsibility for all selections of
materials and any fines or charges incurred through the use of the child’s card.

D. Courtesy Cards

A courtesy card will be issued to persons 18 years or older temporarily residing in
Schroon Lake for thirty (30) days or less. It will be kept at the Circulation Desk and will
be valid for the length of their stay. To obtain a courtesy card, the applicant must fill out
a registration card and provide a photo ID showing their permanent address.

Patrons with Courtesy Cards:

e may check out up to 4 items at a time.

e may not use the Interlibrary Loan service.
e are not given a PIN.

e have a limit of 1 courtesy card per family.



E. Non-resident Courtesy Cards

With valid identification, a non-resident courtesy card will be issued to individuals who
patronize our library but have a permanent address outside the Towns of Schroon,
Minerva, North Hudson, or the unserved areas of North Warren. These cards are valid
for one year from the date of issue and may only be used in the Schroon Lake Public
Library. There is no fee for these cards, but certain limitations apply:

¢ No PIN (Personal Identification Number) will be issued.

e Only materials from the Schroon Lake Public Library collections may be
checked out. No interlibrary loan service is available.

e Museum passes cannot be borrowed.

F. Lost or Stolen Library Cards

Lost or stolen cards must be reported to the library immediately. Library staff will place a
stop on said card and the patron will not be responsible for any fines incurred or items
borrowed from that date forward. There is a $1.00 fee for a replacement card.

G. PIN - Personal Identification Number

Patrons can receive a PIN when they apply for their library card. This unique, 4-digit
number allows patrons to:

e check the status of their account.
e renew any items which are eligible for renewal.
e place a hold on library materials.

lll. INTERLIBRARY LOAN

The Schroon Lake Public Library participates in the Clinton-Essex-Franklin Library
System Interlibrary Loan circuit, and in the Northern New York Library Network
Interlibrary Loan circuit. Patrons may request items that we do not own including books,
CDs, and DVDs. Not all items are available through Interlibrary Loan (ILL). Popular new
titles, reference works, extremely rare books, and some audio or video materials may
be difficult to obtain. Patrons may request materials at the library, over the phone, or
online. Patrons may be responsible for any Interlibrary Loan costs incurred.

¢ Interlibrary Loan materials will be due on the date set by the lending library.

e The lending library will determine if items are eligible for renewal.

¢ Interlibrary Loan items must be returned promptly when due to retain borrowing
privileges.



IV. LOAN PERIODS AND RENEWALS AND SYSTEM HOLDS

All library materials circulate free of charge. Patrons should make every effort to return
library materials on or before the due date. Patrons may borrow physical items only
during scheduled library days and hours. Overdue materials are subject to fines.

Loan periods:

e Books, periodicals, long-loan DVDs (TV shows, other DVDs with 3 or more
discs), audiobooks, music CDs, and miscellaneous items circulate for 14 days.

e DVDs (1 or 2 discs) circulate for 7 days

e Family Adventure Backpacks circulate for 7 days.

e “Library of Things” items circulate for 7 days.

e Most museum passes circulate for 3 days. Passes must be picked up at the
library. Passes cannot be reserved.

e All other library materials may be borrowed for 14 days.

e The Library Manager may establish a specific loan period for special collections,
materials that are temporarily in great demand, such as for student projects, or
materials that are in a new format.

Renewals:

All items may be renewed once as long as there are no reserves on the item, except
museum passes and some non-print items. Renewals may be done in-person, over the
phone, or online.

Interlibrary Loan items are renewable on a case-by-case basis.
Cardholders are limited to a total of 50 items at any one time.
System Holds:

e Patrons can borrow materials from any Clinton-Essex-Franklin Library System
library. Patrons may locate materials in the online catalog and request them over
the Internet or at the library.

e Patrons will be notified by telephone when a hold is ready for pickup. Items will
be held 7 days for pick-up. Iltems not picked up in that period will be returned to
the owning library.

e The Schroon Lake Public Library’s lending rules will apply to any materials
checked out at our location.



V. CIRCULATION LIMITS

ITEM LOAN CHECKOUT # of RENEWALS
PERIOD LIMITS ALLOWED
New books 14 days No limit 1
Books (not new) 14 days No limit 1
eBooks 14 days 2 titles per library card 1
Magazines 14 days No limit 1
Audiobooks 14 days 4 titles per library card 1
Downloadable Audiobooks 14 days 10 items per library card 1
DVDs (1 or 2 discs) 7 days 6 titles per library card 1
DVDs (3 or more discs) 14 days 6 titles per library card 1
Family Adventure Backpacks 7 days 4 per family 1
“Library of Things” 7 days 4 per family 1

VI. FINES AND FEES
Late charges are accrued on materials not returned on time. Rates are as follows:

1. Books and periodicals

Adult/teen..........cooiiiii 10¢ per day that library is open

Children ... 5¢ per day that library is open
2. DVDS .o 20¢ per day that library is open
3. Othermaterials ........................... varies

VII. LOST OR DAMAGED ITEMS

Patrons must pay full replacement cost for library materials that are lost, damaged or
not returned by 28 days overdue. The Library Manager will assess damage to any item.
Lost items or those deemed to be damaged beyond repair must be paid for in full. A
damaged item will then become the property of the patron. Patrons may replace an item
with a new copy of the item with prior approval of the Library Manager.

VIIl. SUSPENSION OF LIBRARY PRIVILEGES

Library privileges are suspended if a card holder owes $5.00 or more in outstanding
charges or if the card holder fails to pay for, or return, billed items. This is at the
discretion of the Library Manager.
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