6. Circulation Policy

POLICY STATEMENT

A Marysville Public Library card is required to make full use of library services, including
borrowing materials and accessing subscription online services. Library cards are issued
to help the library maintain accountability of library resources and make them available to
the public.

DEFINITIONS

An accountis arecord of each customer including their personal information, items
checked out, on hold, associated fees, requests, and other information that allows full use
of library services and maintains customer accountability.

A blockis a note or message associated with customer accounts. Blocks may include
special messages added by staff or automatically generated blocks that indicate reserved
items are available for a customer, fees are due, items are overdue, or other
circumstances that may affect the use of service.

A collections fee is a $10 fee accrued if items become 60 days overdue and are over $10 to
replace. If the items are returned in good condition, the materials charge will be removed.
The collections fee is non-refundable.

Library Cards

1. Applying for a Library Card for Adults

a. Thelibrary requires a photo ID in order to issue a card. If the photo ID does
not have current address, a piece of mail, not including junk mail or an item
that is handwritten, will be required.

b. Patrons must provide their full legal name, current address, and date of
birth. College students and hotel residents will be asked to provide a
permanent address.

c. Upon signing the back of the card, the patron agrees to accept responsibility
for all items checked out on their card. Patron is responsible for informing
the library of any change in address or theft of card.

2. Applying for a Library Card for Ages Under 18

a. Children under 18 years of age must have a custodial adult, who will have to
provide the above proof of identification unless they currently have a card,
sign the application.

b. This person will agree to be financially responsible for all materials checked
out on that card.

c. Children who are at least 14 years old will be allowed to check out two items
one time only without a parent or guardian’s signature on the card. The
receipt for items will be sent to the parent/guardian with a letter explaining



the situation. The parent will then be asked to come in, provide the required
identification, and sign the library card before circulation can continue.

d. Patrons who are sixteen years old or younger are allowed to check out R or
TV-MA rated DVDs if they have authorization from by their parent or legal
guardian when they first get their card.

3. Applying for a Digital Library Card

a. Patrons may request a digital library card on the library’s website. This card
will provide access to the Marysville Public Library’s online resources only. If
a patron would like to check out physical items, the digital card can be
transferred and would require verification as per regular cards. Only patrons
who live within a one-hundred-mile radius of Marysville may request a digital
library card.

Material Check Out

A loan period is the length of time one patron may keep a specific item.

A loan limitis the total number of items of a specific kind that any one patron may have on
loan at one time.

Items overdue, fines, or expiration of the patron’s account will block access to ebook and
audiobook consortium.

Loan .. Overdue

Items . Renewal Loan Limits .
Periods Fines
Books 2 Weeks 2 Times No Limit No Fines
Audiobooks 2 Weeks 2 Times No Limit No Fines
DVDs 1 Week 2 Times 4/Card; Only 2 New No Fines
Magazines 1 Week 2 Times No Limit No Fines
Interlibrary Loans Variable Variable Twenty Requests Variable
Holds Variable Variable Twenty Requests No Fines
Games 1 Week None One Per Card No Fines

Access to Records

A patron may check out materials and access their own record only by providing a valid
Marysville Public Library Card, patron number, or valid proof of identity. Parents or
guardians of children under 18 years of age may, upon presentation of proper
identification, obtain the current status of their child’s circulation record or withdraw their
authorization for the child’s library card.

A patron may check out materials on another’s library card if they have that library card
with them or there is a note of authorization on the patron’s record. They will not be given
information on that account beyond what is printed on the checkout receipt.



Confidentiality of Records

All outside inquiries regarding access to patron registration and circulation records will be
referred to the Director. No records will be made public without the Director’s approval.
The Director’s decision may be appealed to the board at the next regularly scheduled
board meeting. Patron registration and circulation records are exempt from Open Records
Law (KSA 45-221) and information will only be released upon receipt of a valid court order
or subpoena authorized under federal, state, or local law. Library staff will not disclose
library patron’s use of the library with respect to information sought or received, except
pursuant to a valid court order or subpoena authorized under federal, state, or local law.

Holds

A hold may be placed on items that are currently checked out. Holds can be filled by any
consortium library on the courier, so the hold may not be Marysville’s item. The patron will
be called or emailed when the materials are received by the library. The patron will have
seven days to pick up the materials. Materials not picked up in seven days will go to the
next patron on the holds list or be reshelved. Holds may not be placed on any materials not
yet in the computer system.

Renewal

Items will be automatically renewed for the loaning limit up to two times if the items are
not on hold for other patrons. Materials on hold will be requested to be returned as soon as
possible. Exceptions for automatic renewals include designated status “new” and the
NCKLS traveling items; those items will be renewed only once.

No items from a different library (hold or ILL) will be checked out to a patron whose
accountis overdue until the overdue has been resolved.

Charges

The Marysville Public Library does not collect daily fines for overdue books. Notices are
sent electronically if we have patron’s email address; otherwise a printed letter is mailed.
All third notices are sent via print mail.

After 30 days, material replacement cost will be added to the patron’s account of retail
cost of the item. After 60 days, a $10 collection fee will be added to the patron’s account if
the replacement cost is over $10; furthermore, the account will be submitted to a
collection agency. If the item(s) is returned in good condition, the replacement cost will be
removed; the collection fee is non-refundable. If the item is returned within thirty days after
the replacement fee is paid, a refund can be requested if the patron has the receipt of
payment.

Damaged or destroyed books will be billed to the patron, who is entitled to the book if
amountis paid in full within 60 days.



Patrons with account fees of $10 or more will be unable to check out items until the
$10 collections fee is fully paid and their remaining balance falls below $10.

All assessments of damage will be made at the discretion of the Library Director and staff.

Pest Policy

The Marysville Public Library serves to maintain a healthy and clean environment for all
library users and to act as trustworthy financial stewards of tax funds in library collections,
equipment, and property.

“Pest” refers to a destructive insect or other animal. Termites, cockroaches, and other
insect-related pests are common in public spaces, including libraries, and their presence
canresult in great damage to wood and paper materials.

All materials are inspected upon return for damages, such as physical damage (beyond
typical wear and tear) or pest presence.

Returned materials that are damaged will be assessed by library staff to determine
whether the damage is beyond typical wear and tear resulting from circulation. If the
damages to the material appear to be caused by the borrowing patron, replacement fees
will be charged to the patron’s account.

When pests are identified in a patron’s returned material, a specimen will be collected for
review by a professional if identification is needed and the item(s) will be quarantined. The
borrowing patron’s account will be charged a replacement fee for the damaged item(s) and
the account will be suspended until all materials are returned and evaluated. Patrons will
be contacted via their preferred communication (per their account settings) to schedule a
return of all remaining borrowed items. Upon the scheduled return of the additional
borrowed materials, staff will inspect each item for additional pests. If more are found in
the returned materials, the patron’s account will be charged replacement fees for each
item where pests are present. Items damaged by pests will be disposed of according to
environmental protocols. The patron’s account will be suspended; privileges will be
reinstated with proof of treatment and/or at the discretion of the Library Director.

In accordance with the Circulation Policy stated above, “Patrons with account fees
totaling $10 or more will be unable to check out any items.”

Check Policy

All checks written to the Marysville Public Library must have the account holder’s name
and address printed on the check. No checks with a check number under 500 shall be
accepted. Library staff shall authorize the acceptance of a check by initialing the upper
right hand corner and deposit stamping the back. Exception to this rule may be allowed by
library director or person in charge.



Credit Card Usage

The Marysville Public Library (“Library”) accepts credit and debit cards as a convenient
form of payment for library patrons. A service fee, determined by KanPay Counter, will be
applied to the total. The types of credit/debit cards accepted are MasterCard, Visa,
Discover and American Express. Payment will be accepted only from the person listed on
the card as the cardholder.

Patron will be required to sign a paper receipt for the Library to file if the total of the charge
exceeds $10. The signature on the receipt must match the signature on the card or on the
patron’s driver’s license.

Paper receipts will be available for patron upon request.

KanPay Counter is an e-government service provider designed for municipal governments.
The credit card readers are designed to meet PCI/DSS and NACHA requirements to secure
cardholder data via encryption at the point of swipe.

The Library reserves the right to refuse service at any time if a fraudulent transaction is
suspected. No transactions will be accepted via phone, fax or email. No cash advance or
cash back transactions will be permitted.

Interlibrary Loan

The Marysville Public Library participates in interlibrary loan (ILL). The library will accept
requests electronically, by phone, and on paper. Patrons will be limited to twenty active
requests in the system at one time. Staff members will not keep requests for patrons to be
ordered as items are returned. ltems that are within four months of publication or release
will not be requested. Renewal of ILL items can only be granted through the Interlibrary
Loan Librarian Assistant.

No requests will be made for a patron with a balance of $10.00 or more. Requests will be
made for patrons with a balance on their account of less than $10 but full payment must
be received before the ILL item will be checked out to the patron.

Failure to return items by due date may result in a loss of interlibrary loan or public library
privileges. Library patrons who fail to return material borrowed from them via ILL will be
charged for the value of the item as determined by the lending library, and may not borrow
items through ILL until their account is clear.

Library of Things Collection Policy

The Library of Things is a collection of non-traditional items that complement the
Marysville Public Library’s mission to provide educational, cultural, historical, and
recreational materials to meet the present and future needs of its users. Patrons who



borrow a “Thing” agree to abide by the Marysville Public Library’s Library of Things lending
guidelines below.

Scope of Collection
The purpose of the Library of Things is to provide diverse opportunities for learning and
engagement. The Library of Things is notintended to be comprehensive, as the Library is
limited by a finite amount of funds and storage space for these items. The Library of Things
may include, but are not limited to:

e Children's Learning Kits

e STEM/STEAM Kits

e Crafting Kits and Tools

e Puzzles and Games

e Sports Equipment

e Tools and other Home Materials

e Audiovisual EQuipment

e Technology (Laptops, tablets and other mobile devices)

Selection of Materials

The Library staff will select materials for the Library of Things based on the needs and
interests of Library patrons. The Library welcomes input from the community concerning
the collection. All suggestions for purchase or items donated to the Library of Things are
evaluated using the same selections criteria as for other materials. Donated items become
the property of the Library.

Not all Library materials may be suitable for all members of the community. Responsibility
for a child’s use of Library materials, regardless of format or content, lies with the parent or
guardian, not with the Library.

Due to the nature of the items contained in the Library of Things, these items will only be
able to be checked out by consortium members at the Marysville Public Library; they will
not be shipped on the courier. All Library patrons are required to check out and return
Library of Things items to the Marysville Public Library Circulation Desk. The Library
reserves the right to take a Thing out of circulation temporarily to use for library purposes
(workshops, demonstrations, or other programs), or to repair a damaged item.

Library of Things Guidelines for Borrowing and Use

A valid Marysville Public Library card with no outstanding fines above $10 is required to
borrow a Thing. All Library patrons are required to check out and return Library of Things
items to the Circulation Desk. The Book Drop must not be used to return Things.

Loan Periods and Fees
Library of Things may be borrowed for one week and will not be automatically renewed;
one renewal may be requested. Only one Thing may be checked out per card. Overdue



Library of Things items will be filed as lost and the account blocked until items are returned
or the replacement cost is paid. The Library reserves the right to change borrowing periods
forany Thing at any time. If an item is not returned in the same condition in which it was
loaned with regard given to normal wear and tear, patrons could be subject to pay the full
replacement cost of the item plus a $5.00 administration fee.

Proper Use and Liability

Please use care when handling the Thing you have borrowed.

Some items may require a Library of Things Borrowing Policy and Liability Waiver to be
signed by the cardholder or their parent/guardian before checkout if they are under 18. The
waiver must be read and signed in front of a Marysville Public Library staff member. A note
will be put on the patron’s account and a copy of the signed Policy and Waiver will be given
to the patron. The waiver acts as a universal waiver for each item borrowed and will stand
as accepted until revoked by either the Library or the patron. Any item requiring a waiver
will be eligible for checkout after the waiver is signed. The Library reserves the right to
refuse the loan of any item at its discretion.

The borrower is solely responsible for the Thing and will be billed for reasonable repair or
replacement costs associated with damage or loss of Things and/or peripherals due to
neglect or abuse. A list of replacement costs of Things is maintained by the Library and is
available upon request.

The Library is not responsible for any injury, loss, or damage that may occur from use of a
Thing. The responsibility to protect against loss is the borrowers.

Staff will inspect Things upon return. Borrowers are expected to return the Thing with all
parts and components in the original condition and in the original Library container to the
Circulation Desk. Patrons will be financially responsible for any damage to a Thing while in
their possession.

A copy of the Library of Things Borrowing Policy and Liability Waiver is located as Appendix
E or by request.
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