Circulation Policies

Adopted RSA Advisory Council and RSA Planning Committee Policies
During the June 5, 1997 meeting of the RSA Advisory Council, the following policies were adopted:

1. When people move to other communities now and apply for library cards, staff is able to verify the existence of previous cards.  If a previous card has a fine of less that $5, the new library will notify the old library to remove the fine and withdraw the person.  Academic, school, and special libraries are exempt from this policy.

2. If the fine is more than $5, the new library will accept payment by check or money order, made out to the other library, and forward the amount by mail to the Circulation department of the former library.  Again, academic, school, and special libraries are exempt from this policy.

3. If a person has materials still checked out on the former card:

a. Not overdue: materials may be returned to the new library to be sent back through the delivery with a note that the patron has moved from that library area.  Offer to call the former library to discuss the matter.

b. Overdue/Lost: must be cleared before acceptance at the new library.  Offer to call the former library for the patron to discuss the matter.

c. Academic, school, and special libraries are exempt from this policy.

4. As time permits, libraries will eliminate as many extra Patron ID numbers in their own databases as possible.

****  These policies will take effect June 15, 1997.  ****

****These polices were amended and will take effect June 5, 2008****

During the June 4, 1998 meeting of the RSA Advisory Council, the following policies were adopted:

1. Patron Notes

a. These are to be used for internal “alerts” such as: need phone number; need birth date; needs to sign video form.  All notes should include initials of staff/library code and date entered (example MT/W0 4-1-08 or LY/MP 3-22-08). Notes acceptable through RSA: Mail returned, Do not honor this card, check mailed to ______ (library code) for $___.

b. We are asking all libraries to remove unnecessary notes that have an established place on borrower edit screen such as birth date. Patron notes can be used to report manual fines.  Delete manual fine notes after fines are paid.
2. Birth date:

In order to maintain a clean global database, it is strongly recommended that birth dates be obtained when registering patrons and entered into the designated fields on the Patron Info screen.  This aids in finding duplicate patron records.
Academic, school, and special libraries are exempt from this policy.

****  These policies will take affect July 1, 1998.  ****

****These polices were amended and will take effect June 5, 2008****
During the September 5, 1998 meeting of the Advisory Council, the following policies were adopted:

1. Retention Schedule for expired Library Cards

a. Unencumbered expired library cards should be deleted no later then 2 years after the expiration date; expired cards with a dollar amount of $25.00 or less in fines or lost items should be deleted no later then 2 years after the expiration date; expired library cards with a dollar amount of $25.01 or more in fines or lost items should be deleted no later than 3 years after expiration date.

2. Fine Block Limits

Since the purpose of fines is to “facilitate the free flow of information” and not as a punitive measure of or source of income, it is recommended that all on-line RSA libraries agree to a standard cumulative fine block limit of $5.00 for all borrower types, except those that are excluded from blocks.  To better serve our patrons and allow them to borrow materials when a cumulative fine block limit of $5.00 or more presently exists, libraries may accept check/checks made out to the cooperating lending libraries for the amount recorded on the patron’s record.  A Patron Note must be placed on the patron’s record indicating payment of fines for each library receiving a check. ** See Patron Notes (adopted July 1, 1998)**  Upon receipt of the check, the cooperating library should pay the fines and remove the note.  Any fines $4.99 and under from any cooperating library, may be collected and kept at the lending library. The fine must be removed from the patron’s record. 

This policy would not apply to academic libraries, school, or special libraries.

3. Library Card Renewal

Cards can be renewed if fine balance is below the cumulative fine block limit of $5.00.  Staff will inform the patron of amounts owed to reciprocal library/libraries. Any fines $4.99 and under from any cooperating library, may be collected and kept at the lending library. The fine must be removed from the patron’s record. 

Fine amounts over $5.00 see Fine Block Limits and follow those procedures; then renew card.

****  These policies will take affect January 1, 1999. ****

****These polices were amended and will take effect June 5, 2008****
During the June 5, 2008 meeting of the RSA Planning Committee, the following policy was adopted:


Lost Items sent Instransit
.
Lost items still charged out on a patron’s record is the responsibility of the patron.


If an item is lost intransit, both the owing library and the transiting library will check their shelves for the item.  If the item is not found, the owning library will absorb the cost.

****This policy will take effect June 5, 2008****
PAGE  
2

