WEST POINT PUBLIC LIBRARY
CIRCULATION and SERVICES POLICY
The staff and Board of Trustees of the West Point Public Library are committed to offering quality services to all patrons who use the library.

To checkout materials from the West Point Public Library, the patron must have a current West Point Public Library card in good standing. All materials located in the West Point Public Library are equably accessible to all citizens of West Point, St. Paul, and Houghton as well as the surrounding Lee County rural community. Use of library materials will not be denied because of race, creed, color, nationality, sex, age, physical ability, or financial status.
Library Card
Residents of West Point, St. Paul, Houghton and the surrounding Lee County rural community may obtain a library card at the age of five (5) or older. Any one wishing to obtain a library card needs to fill out an application and have a photo ID and proof of current residential address. Proof of address can be a valid driver’s license, student ID, utility bill addressed to a patron’s home address, or recently postmarked mail to that address. The librarian reserves the right to scan driver’s licenses of any patron applying for a card. This will then be uploaded into the patron’s account. Library cards are renewed on a yearly basis. Replacement of a lost card will cost $1.00.

Parents/guardians of children between the ages of five (5) – eleven (11) must sign a permission form in order for that child to receive a library card. A parent’s identification is sufficient for a child under the age of 12.  Children 12 or over not accompanied by a parent needs to have photo identification and proof of current residential address. If proof of address is not present at the time of application, a post card will be sent to the child’s address. The child can then bring the postcard to the library to receive their library card. Parents of minor children are ultimately responsible for any expenses and/or fees for damaged or lost library items, incurred by their children. However, as library records are confidential in nature, restrictions apply to accessing a record of items checked out by minor children. (See “Confidentiality” section below) 
There are no age restrictions for borrowing or using library materials and resources, with the exception of Hotspots. 

Open Access:  The West Point Public Library participates in the State of Iowa’s Open Access program. Anyone from a neighboring city, such as: Burlington, Donnellson, Fort Madison, Keokuk, Montrose, Mount Pleasant, New London, etc. may get a card and check out materials from the West Point Public Library.  Photo ID and proof of current residential address, (as referenced above) will be required prior to issuing a card from West Point.  Interlibrary loan materials and access to downloadable materials should be handled by the patron’s “home” library. 
Confidentiality:
All circulation records are confidential in nature according to Iowa Code Section 22.7. This code states that libraries may not reveal to another party any titles checked out by an individual, regardless of age. This law includes materials borrowed by children and requests made by parents for information. The West Point Public Library staff will make every effort to assure that unauthorized individuals do not access patron records. Parents will not be allowed to view the titles of the items checked out by their minor child without permission from that child. The library, however, may release information to a parent or guardian of a minor child for the purpose of recovering overdue material and settling accounts for late, lost, or damaged material, and for other matters related to the recovery of library property and charges for which the parent or guardian of minor children may be considered liable. Library records will not be made available to anyone, including law enforcement, or local government agency. Furthermore, the library will resist such process, order or subpoena, until such time as a proper showing of good cause has been made in a court of competent jurisdiction.
Interlibrary Loan
The West Point Library participates in the State of Iowa’s Interlibrary Loan (ILL) program. Library materials that are not in the West Point Library may be requested from other Iowa Libraries. There is a no charge for these requests. If the item is not picked up within two weeks, the materials returned. Interlibrary Loan materials should be ordered from the “home” library and will not be ordered by the West Point Library for a patron from another City Library. 
Library material that can not be found in the State of Iowa may be requested through the OCLC’s First Search service. This program will search nationally for a library item. A minimum fee of $2.00 or more will be charged to request an item through First Search. 
Interlibrary loan privileges may be suspended or restricted if:

a. a patron habitually requests titles and does not pick them up;

b. materials are misused

c. materials are returned late, or

d. the patron’s account is not in good standing.

Lost or Damaged Materials

The library patron is responsible for the library items checked out from the library under his/her library card. If library material is lost, damaged, or destroyed while in the possession of a patron, the patron must replace the material or pay the replacement cost. Items will be declared lost 8 weeks after the due date for the item. At that time replacement cost will be assessed on the patron record and borrowing privileges will be suspended until items are paid for or returned. 

Replacement cost will be assessed in the following manner:

Books



Acquisition price

Periodicals


$5.00

DVD’s/Blu Rays

Acquisition Price
Audiobooks


Acquisition Price
STEM Backpacks

Acquisition price of item damaged

Hotspots


Up to $200

The Library is not responsible for any damage to a patron’s DVD or Blu Ray player when using a library DVD or Blu-Ray. 
Loan Periods

All physical items are assigned a length of time that they may be checked out to ensure that as many patrons as possible enjoy our collection. Renewals are granted only on items that are not reserved for another patron, and are limited according to the following guidelines:

Books





2 weeks
2 renewals

Periodicals




2 weeks
2 renewals

DVD/Blu-Ray




2 weeks
1 renewal

STEM Backpacks/Senior Activity Kits
1 week

1 renewal 
Hotspots




1 week

1 renewal

Encyclopedias and specific reference materials are available for in library use only. 

Renewal can be made in person, via phone message, email, or online at our web site www.westpoint.lib.ia.us. Items on reserve or in high demand cannot be renewed. 

Extended check out period may be granted upon request if the patron is in good standing with the library.

Borrowing Limits

Probationary account:  new patrons will be put on a probationary period for 3 months with no more than 5 materials allowed to be check out at a time, with a maximum of 2 DVDs.  Following the 3 months, if the patron has no outstanding fines or issues with overdue materials, full borrowing privileges will be instated.
The West Point Public Library places limits on certain material types to ensure patrons get the maximum benefit of our collection. The limits extend to all library users.

Books/Audiobooks/Magazines

25 per card/50 per household
DVDs/Blu-ray




 4 per household

STEM Backpacks/Senior Activity Kits
 1 per household

Hotspots



 
1 per household

Extended limits may be granted upon request on a case-by-case basis by the director if the patron is in good standing with the library.

Reserves

Patrons may place reserves or holds on items at the library over the phone or through our online catalog. Once an item becomes ready for a patron, the library will notify them by phone, text, or email that the item is available for pick up. Patrons have 7 days to pick the item up or it will be moved on to the next patron waiting or returned to the shelf.
Overdue Materials
There are three book returns (inside lobby, inside library, and outside/alley) for patron convenience. Items should be placed inside a book return or renewed by the end of the due date. Fines are not assessed for overdue materials.  However, accounts with any overdue library materials 14 days (two weeks) after due date or more than 3 items overdue at any one time, will have borrowing privileges suspended.  An account will return to good standing when all overdue items are returned/renewed or lost/damaged materials are paid for. Items not returned after 8 weeks are subject to replacement cost of the material(s). 
The librarian on duty has the right to refuse library services, including the checking out of materials or internet access, to any patron who has abused their library privileges in the past.  
Overdue Notification

The West Point Public Library will provide the following notifications to patrons about upcoming and overdue items. 

3 days prior to due date:
Automatic Text/Email notification, if library has information on file

3 days overdue:
Text/Email notification and/or phone call from Library Staff

2 weeks overdue:

Overdue Postcard mailed
4 weeks overdue:
1st overdue letter from Library stating number and type of items and date due

8 weeks overdue: 
2nd overdue letter from Library with invoice for items, replacement costs are charged to account
After the second overdue letter, items not returned to the library will be considered stolen, and the patron’s contact information will be turned over to the West Point Police Department and/or shared with the Lee County Sheriff’s office for retrieval. (See attached section of the Code of Iowa 714.5, regarding theft of library materials)

Internet Hotspots

Guidelines for Borrowing and Use

· Only residents of the City of West Point, contracting towns (Houghton and St. Paul), and Lee County rural residents who are library cardholders in good standing may borrow a hotspot. “Good Standing” is defined as a library account that is not on probation, no overdue materials, and having fees of less than $5.00. 

· The cardholder must be 16 years of age or older to check out a hotspot.

· Borrowers must read, understand, and sign the Hotspot policy upon initial checkout.
· The cardholder must have a current, working email address on file in their library account.

· Only one Hotspot per household can be checked out at any given time.

· Hotspots can be checked out for one week (7 days) and can be renewed one time if there are no holds. Following a renewal, the hot spot must be returned to the library. It can be checked out again after 7 days.
· Hotspots must be returned to the circulation desk. Do NOT use the book drop. Borrowers, along with a library staff member, will verify that all accessories are present at the time of check-out and check-in:

· Hotspot Device



· Case

· Charging cable

· Power adapter

Overdue and Liability

· When the hotspot reaches 1 day past due, it will be deactivated, rendering the device unusable.

· Three days past its due date, the library will call patron and send an overdue notice via email.

· Seven days past due date, the library will again send an overdue notice via email.

· Ten days past due date, the borrower’s account will be charged the replacement fee for the device and a Final Notice will be mailed.

· After 30 days, an unrecovered hotspot will be referred to the City of West Point Police department as a theft under Iowa Code 714.5.

· The borrower is responsible for applicable replacement costs and processing fees, up to $200.00 for the hotspot and/or accessories if lost, stolen, or damaged while checked out. The library will not accept replacement hotspots or accessories purchased by the customer. The minimum replacement cost of a hotspot is $200.00.

Proper Care and Use

· Do not leave the Hotspot in a hot vehicle, nor should you expose it to moisture.

· Do not remove the SIM card for any reason.

· Please do not leave the hotspot plugged in once it is fully charged, this can cause damage.

· If the Hotspot prompts you to update its software, you may accept. The software update should only take a few minutes.

Services

Printing/Copying:

· Black & White copies $0.10 per side

· Color Copies $0.50 per side

Laminating:

· Large $1.00 per page

· Small $0.50 per page

Fax

· Sent - $1.00 per page

· Received - $0.10 per page 

Microfilm Printing

· Black & White copies $0.15 per side

· Color Copies $0.75 per side

Earbuds

· First pair is free

· Each subsequent pair is $2.00

Test Proctoring 

Students taking on line classes through a college or university or those obtaining or renewing licenses, may take their test under the supervision of the Library Staff by making prior arrangements.  Patrons using this service are responsible for paying copying/printing fees at the above-mentioned prices.  

Notary 
The library director has been certified as a notary and will be able to perform these duties when present. No other library staff has this ability.

Genealogy, Museum, and Other Fragile Materials
​The library contains certain specialized and fragile materials to which access is limited, especially items in the genealogy and museum areas.  This material is limited to in-library use only. These non-circulating items can be viewed in the genealogy room and be left on the table for shelving by library staff. 
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