Circulation and Interlibrary Loan Policy

The following are rules and regulations of Bodman Memorial Library. These are effective September 16, 2021 as adopted by the board of trustees of Bodman Memorial Library.
	New Cardholders
	Primary identification to be used is a valid New York State driver’s license, or a New York State non-driver’s license that includes a picture and current address. IF a picture ID is not available, or the address on the picture ID is not local then two current dated forms of ID will be required such as:
	-Utility Bill
	-Phone Bill
	-Rent Receipt
	-EBT card
	-Any other current bills with address clearly labeled
	Parents must present their ID for minor children.
	The following information is required for each patron record
	First name
	Middle name. If the patron does not have a middle name, then (NMN) will be entered in this field when entering middle name.
	Last name
	Physical street address
	PO Box in addition to street address if applicable
	City
	State
	Zip code
	Phone number
	Email address (if the patron has one)
	Individuals will be allowed to borrow only one item until library staff is presented with confirmed current address.
	Children 12 and under must apply with a parent or guardian.
	There is no charge associated with registering for a library card.
	There will be a $1.00 fee to replace a lost or damaged library card.
	Overall Policy
	Users must present their library card, or ID, to check out materials.
	There is an overall limit of ten items allowed to be borrowed from Bodman Memorial Library at one time; only five DVD’s may be checked out at one time.
	Library cards must be renewed every year.
	Each patron should use his/her own library card when checking out library materials.
	Lost library cards should be reported as soon as possible to the library. The patron is responsible for materials checked out up to the time the card is reported lost or stolen.
	The library assumes no responsibility for damage caused to a borrowers audiovisual or computer equipment.
	Copyright laws limit these DVDs to home viewing only and prohibit their duplication. Do not copy, tamper with, or alter the DVDs in any manner.
	Loan Periods
	Books and audiobooks marked as “New” are loaned out for a period of 14 days with no renewals.
	Books and audiobooks not marked as “New” material are loaned out ofr 28 days; up to two renewals allowed.
	Magazines are loaned out for seven days; no renewals
	DVD’s are loaned for seven days with a limit of five DVD’s per card, per checkout; no renewals.
	Certain items may require a deposit upon checkout if requested by owning library.
	Holds
	Materials will be available for one week after they are processed. 
	Holds may be placed either in person, over the phone, or online via website or through an app.
	There is a limit of ten holds per patron
	Reference material or newspapers may not be checked out
	Priority of “New” items owned by Bodman Memorial Library will be given to “PHI” patrons in the hold que.
	Certain items may require a deposit when placing a hold if a deposit is requested upon checkout by owning library
	Renewal Policy
	All items, with the exception of items with “New” status may be renewed twice if there are no holds on that item. 
	New items, DVD’s, and magazines may not be renewed.
	Renewals are not allowed for items with holds and should be returned to the library as soon as possible.
	Renewals may be done in person, over the phone, or online via website or through an app.
	Overdue and Fines
	Bodman Memorial Library does not charge fines for overdue items however, this rule does not apply to lost, stolen, or damaged items.
	Borrowing privileges will be suspended if a user has accumulated a fine of $5.00 or more.
	Borrowing privileges will be suspended if a user has any overdue items and will not be restored until such material(s) are either returned, or paid for.
	Lost or Damaged Materials
	Each patron is responsible for materials checked out on their card including fines, lost and/or damaged items. In the event an item is lost or damaged beyond repair, the borrower is required to pay the billed amount; For lost and damaged items the replacement cost plus any processing fees will be charged.
	Until the lost or damaged item is paid for, the user may not borrow any items.
	A lost or damaged item may be replaced with an exact, new copy of the item.
	Confidentiality
	Library records that are deemed confidential are covered by New York State Law signed on June 13, 1988 (I CPLR 4509)
These records are related to the circulation of library materials that contain names or other personally identifying details regarding the users of public, free association, school, college, and university libraries and library systems, of this state, including but not limited to records related to the circulation of library materials, computer database searches, interlibrary loan transactions, reference queries, requests, or the use of audio-visual materials, films or records. These records shall be confidential and shall not be disclosed except that such records may be disclosed upon the request or consent of the user or pursuant to subpoena, court order or where otherwise required by stature. 
Bodman Memorial Library adheres strictly to all sections of this Stature regarding the protection of the confidentiality of its users.
	Interlibrary Loan

The interlibrary loan service supports the mission of the library by providing expanded access to library materials and information. The purpose of interlibrary loan is to obtain materials not available in the library. The library affirms that interlibrary loan is an adjunct to, not a substitute for, the library’s collection. In meeting patron needs, the library will exhaust local resources first before requesting items through interlibrary loan.
	Definition
An interlibrary Loan request is defined as a request for library materials made on behalf of a library patron through the NCLS or NNYLN System.
	Patron Status

Patrons must have a library card in good standing to use the interlibrary loan service. A patron status of delinquent or blocked will deny ILL (interlibrary loan) service.
	ILL requests will not be processed for patrons with overdue ILL materials.
	Borrowing Rules
	Ten active requests are permitted at any one time per patron. A request is active from the time it is initiated until the item has been returned to the lending library and the record has been cleared.
	Materials will be available for one week from the time they are received for the patron to pick up. After one week if the patron has not picked up the item, the hold will be removed from the patron’s record and sent to the next required library.
	ILL items are checked out for 28 days unless otherwise specified by owning library.
	ILL items may only be renewed, a maximum of two times, if there are no holds on the item.
	Charges
	 Bodman Memorial Library does not charge fees for ILL services. 
	In the event there are charges for borrowing items outside of our ILL service area the item will only be requested if the patron agrees to pay the fee.
	The library always attempts to borrow from libraries who lend free of charge.
	The patron is responsible for any fees, repairs, or replacement costs placed by the owning library. Bodman Memorial Library will make an effort to collect such charges from the patron who borrowed the materials.
	Notices
	When a patron’s email address is present in the patron record they may on occasion receive auto-generated emails from SIRSI, the library’s circulation system software. Email notices may include information regarding library checkouts, overdue items, bills, and/or patron status. Patrons may occasionally receive other email correspondence regarding security protocol such as password maintenance to use the online catalog or other issues deemed necessary by the North Country Library System.
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