AKWESASNE LIBRARY

Circulation Policy


POLICY STATEMENT


The circulation policies of the Akwesasne Library exist to facilitate community access to the materials and information in the library's collections, while protecting these same collections.  
RATIONALE

Authorized borrowers must present acceptable identification at the circulation desk in the form of a library card, driver’s license, or other identification with the persons name on it to check out library materials, request materials, use public computers and research materials.
THIS CIRCULATION POLICY CONSISTS OF THE FOLLOWING SECTIONS:

1. LIBRARY CARD

2. LOAN PERIODS AND RETURNING MATERIALS

3. RENEWALS

4. CLAIMED RETURNED GUIDELINE

5. FINES AND OVERDUES

6. LOST AND DAMAGED MATERIAL(S)

7. INTERLIBRARY LOAN REQUESTS

8. LIBRARY HOLD REQUEST

9. REFERENCE AND RESEARCH SERVICES

10. BOOK ORDERING REQUESTS
11. WEEDING BOOKS
PROCEDURE

1.
LIBRARY CARD

How to Obtain a Library Card

a. Ask a Librarian to help you

b. Fill out form provided 
 

i.  An Adult Form consists of name, mailing address, contact numbers, email and date of birth
ii. A Juvenile Form consists of name, mailing address, contact number, parent’s name, school and date of birth

c.
The Librarian will enter the information in the Horizon System

d.
Give patron their Library Card
NOTE:
 The Akwesasne Library is a member of the Clinton Essex Franklin Library System.  If a patron belongs to a member library they may use their own library cards at this facility. 

2.
LOAN PERIODS AND RETURNING MATERIALS
a. A book, audiobook, and VHS movies can be borrowed for a period of 14 days.
b. Some DVD movies can be borrowed for 7 days.
c. Most DVD movies can be borrowed for a period of 2 days.
d.
A new policy was adopted by the Board of Directors on May 14, 2009 allowing only one DVD movie per patron to be taken out at one time. 

e.
Since there is a high demand for Library resources a limit of 10 items has been placed on each patron checking out material(s).

f.
All material can be returned to the circulation desk or the book drop after hours.

g. Reference and Research Material may not be removed from the Library at any time. There is a photocopier on premises to make necessary copies at the cost of 5 cents per page.

3.
RENEWALS
a. All materials, books and media, can be renewed one time.

b. Special consideration is given to patrons that may need to borrow the material for a longer time period.
4.
CLAIMS RETURNED GUIDELINE

If a patron indicates, by phone or in person, that they have returned material(s) the computerized circulation system indicates are still checked out to them, the library staff will search the shelves for the items.  This may include contacting other member libraries.

Once the material(s) has been searched for, the patron will be notified by phone or in writing what the result of the search has indicated.  If the material(s) has not been found the librarian will make a note in the patrons file of the material(s) claimed returned.   
5.
FINES AND OVERDUES

a.
Fines for media material; consisting of, VHS movies, DVD movies and Audiobooks will have a fine of $1.00 per day it is late.  
b.
The Librarian sends out Overdue Notices on Tuesday and Thursday of every week.
c.
The First Notice is a basic form letter stating that the materials borrowed are overdue.

d.
The Second Notice is a basic form letter stating that it is the final notice to return the item(s) listed.  The notice goes on to state that if the material is not returned the patron will be billed for replacement costs.

e.
The Final Notice is an invoice stating the description of the lost material(s) and the cost to replace the material.  

f.
Once the final notice has been mailed, the patron loses the privilege of being able to check out material(s).  The patron is still entitled to use the library material(s) but they must be used in the library.

6.
LOST AND DAMAGED MATERIALS

a.
The patron will be billed for the replacement charges of the material; such as, books, movies, and audiobooks.
b.
If the material(s) are an Interlibrary Loan request being filled for our patron from a member library that arrives at our library already damaged we will place a Damaged/Missing Parts Workslip in or on the material.
c.
If the material(s) are an Interlibrary Loan request for our patron from a member library that is returned damaged.  The Patron will be billed for REPLACEMENT COSTS.

d.
THE PATRON WILL NOT BE ALLOWED TO CHECK OUT MATERIALS UNTIL ALL THEIR FINES AND/OR REPLACEMENT CHARGES HAVE BEEN PAID.  THE PATRON IS STILL ELIGIBLE TO USE THE AKWESASNE LIBRARY’S REMAINING SERVICES.

7.
INTER-LIBRARY LOAN REQUESTS

The Akwesasne Library is fortunate to have to two resources where they can obtain interlibrary loan requests or send interlibrary loan request.  The resource outlets are the Clinton Essex Franklin Library Systems (CEF) and the North Country Library Network (ICEPAC – Northern New York’s Online Catalog)
a. The patron is required to fill out an interlibrary loan request form obtained by a librarian.

b. Once the request has been given to the Interlibrary Loan Librarian, she will see about fulfilling the request for material(s).  She will notify the patron when she is done her search if the request can be filled.
c. Once the request is received in the library, the patron will be notified by telephone that the request has been filled.

d. Upon checking the material(s) out of the library a neon green slip signifying CEF or a light purple slip signifying ICEPAC is placed in the book with the Date Due outlining that the material(s) does not belong to the lender library.
e. The CEF System allows the patron to make their own request for Interlibrary Loan Material(s) as long as the patron knows their pin number.
NOTE:  Only the Interlibrary Loan Librarian shall have the authority to fill requests for Interlibrary Loans so that there is not a duplication of work or misunderstanding among staff members.

8.
LIBRARY HOLD REQUEST
Hold requests are placed by the patron for an item from the collection to be held in their name for future pickup for the library.

The hold expires after a two week period.  The patron will have to request the material(s) a second time if they want to obtain the material(s).  

9.
REFERENCE AND RESEARCH SERVICES
a.
The Akwesasne Library has a reference section that can be utilized by patrons.  There is also a reference vertical file with subjects relating to Native Americans and another reference vertical file that has local news and general interest articles.
b.
The Akwesasne Library has an Online Database of Akwesasne Historical Reference Material located on the Reference Computer.

c.
The Vertical Files and the Online Database of Akwesasne Historical Reference Material consists of the Watertown Times, The Daily Courier Observer, The Malone Telegram, the Standard Freeholder, Indian Time, People’s Voice, Akwesasne Phoenix and most recently The Eastern Door from the Kahnawake Mohawk Territory. 
d.
The Akwesasne Library has access to internet search engines that also offer reference material through the two library systems that we belong to. 

e.
The Akwesasne Library also has access to online services that are purchased so that our patrons can use the services provided.

10.
BOOK ORDERING REQUEST(S)

A Library Patron can request that the Akwesasne Library purchase a book for their collection.  The Librarian who takes the request must fill out a Book Ordering Request form and place the request in the file.
11.
WEEDING BOOKS
Weeding allows you to maintain the open, friendly appearance that is the hallmark of a good community library.  The Library looks more appealing by replacing ragged, smudged books and unattractive rebinds with attractive new books.

Guidelines for Weeding the Library Collection are as follows:

a. Poor Content

· Outdated and obsolete information – especially on subjects that change quickly or require absolute currency, such as computers, law, science, space, health and medicine, technology, travel

· Trivial subject matter – including topics that are no longer of interest or that were dealt with superficially due to their popularity at a specific point in time, as well as titles related to outdated popular culture

· Mediocre writing style – especially material that was written quickly to meet popular interest that has passed

· Inaccurate or false information – including outdated information and sources that have been superseded by new titles or  editions
· Unused sets of books – although you may keep specific volumes if they meet local needs and are used

· Repetitious series – especially series that are no longer popular or that were published to meet a popular demand that no longer exists

· Superseded editions – in general it is unnecessary to keep more than one previous edition discarding as new editions are added

· Resources that are not on standard lists – or that were never reviewed in standard review sources

· Material that contains biased, racist, or sexist terminology or views

· Unneeded duplicates – especially if they are worn or tattered

· Self-published or small press materials that are not circulating – especially if they were added as gifts

b.
Materials/Books of Poor Appearance 
· Worn out, ragged items
· Poorly bound or poorly printed editions

· Rebound editions that are worn and shabby or have torn pages

· Items that are dirty, shabby, warped, bug infested, or otherwise marked up, mutilated , or “edited” by patrons

· Books with very small print or poor quality pictures

· Scratched CDs or DVDs, brittle film or magnetic tape (in case of video and audiocassettes

· Media that is beaten up from wear or has  broken or missing parts

· Books with yellowed, brittle, torn, taped or missing pages

· Books with dust jackets or cover art that is dated especially on children’s and young adult books

c.
Unused Materials

· Items that have not circulated within the past 3-5 years and not actually used for reference or in-house research

· Duplicate copies that are no longer needed, regardless of condition

· Periodicals that are not indexed

· Periodicals that are available in full-text databases

· Unused volumes in sets or series

· Unneeded titles in subject areas that are less frequently used

· Materials on the “hot topics” that were popular in your community, especially if the technology needed to use the format is no longer owned by people in the community

· Material that is no longer important to the collection because of changes in local demographics, school curricula or other factors 
	NOTE – all forms are attached to this policy and may be revised as needed.


