Rahway Public Library
Policy and Procedure Manual

Policy: Circulation and Overdue Policy

Statement: Books and other library resourcesiaadable for loan with a valid library
card with a fine balance under $5.00. Rahway esd@are issued a free first card for a
three year period if they have no prior libraryaetand they provide proof of residency.
Employees in Rahway may apply for borrowing prigéde with proof of employment.
Non-residents may apply for MURAL borrowing privgles if their library participates or
purchase a card for an annual seventy-five dodlar f

Cardholders must keep their address and phonemafan current and agree to be
financially responsible for all materials borrowied themselves and their minor children
(children under the age of 18 at the time the nedteare borrowed) and recognize that
privileges will be suspended for charges on thein or their children’s library cards.

All members of a family will be blocked if the celitive charges exceed $25.

The Library will make every effort to recover finasd fees including the use of
collection services, credit reporting agencies, lagdl proceedings as outlined in local
Ordinance 38-3 in the Code of the City of RahwagywNlersey.

Borrowers must have their own library card or atakle identification present to charge
out materials. Borrowers exiting the library meeturn to the circulation desk if the
security gates sound an alarm in order to permait 81 check materials for proper
charging. Materials must be returned on time angbiod condition or fines and fees will
be charged. Staff will inspect all materials whaoudated and returned. The borrower is
responsible for the condition of materials onceythave checked the item out.

Cards or IDs must be presented to use library coenpu Patrons with library accounts
will be prohibited from using computers if theiné balance reaches $5.00.

Procedures:

1. Apply for a library card by presenting identificati to staff.

2. Acceptable identification has a future expirati@tedand provides proof of
current address i.e.: New Jersey driver’s licearddew Jersey non-driver
identification card or 2 pieces of mail less tham@nths old (utility bills, bank
statement, etc.)

3. Minor children must be accompanied by a parenegall guardian with proof of
address identification; proof of custody may beuresg.

4. Employees in Rahway must have current proof of egment for at least 3
months.

5. MURAL borrowing privileges are given to card hold&f other libraries covered
under the agreement.

6. Hotel/Motel and other temporary residents must Heiter from management on
letterhead confirming residency of at least thremtins. Borrowing is limited to
one item at a time.

7. Patrons will present their library card and matsria be charged to staff at the
circulation desk.



8. There is a global limit of ten total items per &by card.

9. Circulation of audiovisual materials ends fifteemutes before the library’s
closing time.

10.Renewal of materials can be done by phone or tharl’s web page (some limits
apply). A PIN (obtainable at the library) is neéder renewal on the web page.

11.Books can be returned at the library circulatioskder when the library is not
open, in the external book drops. Audiovisual mateimust be handed in at the
circulation desk or placed in the external bookpdedbeled AUDIOVISUAL.

12.Borrowers will be charged full list price plus adQ0 processing fee for lost
materials.

13. Staff will inspect all items returned for damages.

14.Borrowers will be charged for damage to materiafstp $5.00 for repairs) or full
replacement price plus a $10.00 processing fem#derials damaged beyond
repair or continued use. Borrowers may replacen@derials with an identical,
new item. A $10.00 processing fee will still bepkgd.

15. Patrons may replace lost library cards accordirthedollowing schedule - $1.00
for the first replacement, $3.00 for the second, $6.00 for all subsequent

replacements.
Schedule of Loan Periods-Fines-Fees

Material Loan Fee Fine Renewal Other Information
period
Books 4 weeks| No .25 day | Yes Overdue materials can be renewed
only after fine is paid, need pin# to
renew online
2 weeks Limits: Nonfiction — 2 on a subject
New Books No .25 day| Yes Fiction — no limit (except global)
Audiobooks 3 weeks| No .25day| Yes Overdue materials can beveshe
(Adult and only after fine is paid, need pin# to
Children’s) renew online
Limit — 2 per card
CD’s 2 weeks| No .25day Yes Overdue materials earebewed
only after fine is paid, need pin# to
renew online
Limit — 5 per card per day. (Box set
limit — 1)
Feature Films 3 days $1.00 $2.00 | No- New titles | Limit — 3 per card, 5 per family
(DVD/VHS) day up to 6 months
Yes — titles
older than 6
months
Renew only at
the library
Box Set 7 days $2.00 $2.00 | Yes $1.00 Limit — 3 per card
(DVD/VHS) day
Large Box Set 21days $5.00 $2.0( No Limit — 1 qzed
Non-fiction 7 days No $2.00 | Yes Limit — 3 per card, 5 per family
(DVD/VHS) day
Magazines 2 weeks No .25day No Limit — 8 per card

Date of Board Adoption:

November 18, 2008, Ravidegust 9, 2010 and October 17, 2011



