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CIRCULATION POLICY


I.  LIBRARY CARDS




A. RESIDENT-ADULT, JUVENILE & YOUNG ADULT CARDS 
1. Library cards will be issued to persons age 18+ living within the incorporated boundaries of the City of Flora upon presentation of proof of residency. 

2. Library cards will be issued to juveniles (age 0-13) and young adults (age 14-17) residing in the incorporated boundaries of the City of Flora.  The signature of the parent or legal guardian with whom they reside and who meets the residency requirement is required.  The parent or guardian who signs the application accepts responsibility for all use of the card.  
3. Identification with proof of residency is required at the time of application for a library card.  Date of Birth, Driver’s License or Illinois ID number will be requested on all card applications.  A street address is required in addition to a post office box.  Proof of residency may be established by any one of the following:  checkbook, driver’s license or Illinois ID, utility bill, recently postmarked piece of mail, any recent official document or paystub.
4. All resident cards are valid for two years.

B.    NON-RESIDENT

1. Individuals who reside beyond the city limits of Flora whose      
 closest public library is FPL, not residing within the boundaries of another   
 public library, not eligible for a special non-resident card, and owning no     
 taxable property within the city limits of Flora, may purchase a non-
 resident card at the price calculated annually by the General  
 Mathematical Formula which is set forth by state law.  A non-resident 
 library card entitles the holder to full borrowing privileges and must be 
 renewed annually at the calculated fee.

2.  The non-resident fee entitles each member of the household to receive a library card.  The parent/guardian should determine to which members of the household will be issued a library card.
3. Non-resident institutional cards will not be issued.

C.   NON-RESIDENT PROPERTY OWNER/LEASE HOLDER
1. A Flora Public Library card may be issued free of charge to non-residents who own or lease property inside the city limits.  
2. Multiple non-resident owners or lease holders, as appear on the property tax bill or lease agreement, at a single property are each eligible for non-resident services along with their households.  Other employees are not eligible.
3. Proof of address as outlined in A-1 must also be provided.  Both the address of the patron's residence and that of the property owned/leased will appear on the patron's record.  
4. These cards are valid for one year.

D.   SPECIAL NON-RESIDENT CARDS
     
CARDS FOR KIDS PROGRAM
1. Individuals who are students registered at a public or private school that serves grades K-12 (either in part or in full) and reside in an unincorporated area in Illinois and fall at or below the US Department of Agriculture’s Income Eligibility Guidelines may request a non-resident card at no charge. The student must provide proof of their eligibility. This card is only valid for the student and not the household. 

2. If the student is under 16, a parent or guardian must be present to show proof of address for the child’s library card and also will be held responsible for materials borrowed by the child. This policy is in accordance with the Illinois Local Library’s Act’s section on (75 ILCS 16/30-55.60)

DISABLED VETERANS

The non-resident fee shall not apply to veterans with a service-connected disability of at least 70% who are exempt from paying property taxes on their primary residence in compliance with the Disabled Veterans' Standard Homestead Exemption [35 ILCS 200/15-169].

1) The non-resident fee shall not apply to the unmarried surviving spouse of a veteran who has previously qualified for this exemption prior to his/her death. 
2) The non-resident fee shall not apply to an unmarried surviving spouse of a service member killed in the line of duty. 
3) Qualifying veterans or surviving spouses must present documentation from the county where they reside that indicates their residence is exempt from paying property taxes.
INTERGOVERNMENTAL AGREEMENT STUDENT CARDS
Flora Public Library has Intergovernmental Agreements with some local school districts to provide library cards for non-resident students.  School district students living outside the City of Flora corporate boundaries, who are not served by other local libraries, are eligible for a Flora Public Library student card at no cost.  Student cards will be issued any time during the school year after July 1 and expire June 30 of the following year.  

The IGA agreement covers school students only, not other household members. Student cards are only valid at Flora Public Library.

In order for a student to receive a Flora Public Library card:

· A parent or guardian must accompany the student(s) to the Flora Public Library to complete a library card application

· The parent or guardian will be asked to show one piece of current identification showing name and address. Examples of acceptable ID include, but are not limited to, a valid driver’s license, student ID, a recently postmarked piece of mail or a receipt listing name and address.

· The signature of the parent or legal guardian with whom they reside and who meets the residency requirement is required.  The parent or guardian who signs the application accepts responsibility for all use of the card.  The parent or guardian’s signature is required to show acceptance of responsibility

IGA student cards permit students to check out materials and borrow items on interlibrary loan.  Use of the library’s reference services, free Wi-Fi, technology and internet access is included.  E-resources are not included.
A list of school districts with intergovernmental agreements is available at the circulation desk.  Item limits and other details are defined in each school district’s agreement.
E.  INSTITUTIONAL

 Any institution located inside the city limits of Flora is eligible for a library    
 card free of charge at the Flora Public Library under the following conditions:
1. An officer or owner of the business presents a letter to the library requesting a card and designating one individual who is authorized to use the card.
2. All such cards carry full borrowing privileges at the Flora Public Library and are valid for one year.
F.  SYSTEM WIDE PRIVILEGES
1. Most valid library cards from Flora Public Library, that are in good standing, may also be used at any other participating public library in the Illinois Heartland Library System (IHLS).  Student cards are only valid at Flora Public Library.
2.  When borrowing material from other public libraries with a Flora card, borrowers must follow the policies set by the lending library.

G.  RESPONSIBILITY

1) A Flora Public Library card-holder accepts full responsibility for all materials borrowed on their card and must agree to abide by all lending policies and regulations of the FPL.  Library cards should not be loaned outside the immediate household.  Some card types are restricted to use by the patron named on the card.  
2) It is the responsibility of the cardholder, or parent or legal guardian of a cardholder 17 and under, to notify the Library if the card is lost or stolen.  Cardholders are responsible for all materials checked out on their card until the card is reported lost or stolen.  For security reasons, anyone purchasing a replacement card or renewing a card, may be asked to show ID.
3) A child or young adult aged 17 and under who applies for a Flora Public Library card must have the application signed by a parent or guardian who agrees to take full financial responsibility for lost or damaged materials as well as those that are overdue.  Parents or guardians are responsible for supervising the reading, viewing and online activities of minors.
4) In order to protect both the Library and its patrons, anyone checking out material should present a library card.  
III.  STAFF & BOARD MEMBER PRIVILEGES (CIRCULATION)

     
1) 
Staff and board members will not be charged for photocopies, holds nor any rental fees, excepting those charged by Illinois Heartland Library System for materials borrowed for other than library use.

     
2)
Staff and board members may borrow unreserved materials for an indefinite period of time.  Notices will be issued to remind them that the material is still out.  Any item which is on hold is to be returned by a staff member within the usual loan period.

     
3) 
All privileges shall be surrendered upon termination of employment or 


position on the board.
IV.  INTERLIBRARY LOAN AND RECIPROCAL BORROWING

A.   RECIPROCAL BORROWING

1) A library card, except student cards, from the Flora Public Library, that is in good standing, is valid at most other public libraries in the IHLS.  It is also valid at many public libraries in other Illinois Library Systems and at the Illinois State Library.  Acceptance of the card varies according to individual library policies.


2) The Flora Public Library honors valid library cards from both online and non-online public libraries in the Illinois Heartland Library System.  Patrons from non-online libraries are given a Flora barcode and registered as a reciprocal borrower.  The library reserves the right to check the standing of the borrower at the home library.  Reciprocal patrons must have their library card to check out materials.  Restrictions on such use may be set in accordance with IHLS and Illinois State Library policies.

B.  INTERLIBRARY LOAN (ILL)
1) If a book or other material is not owned by the Flora Public Library, the Library will attempt to procure it through Interlibrary Loan for the holder of a Flora Public Library card.  All borrowers are subject to the ILL policies of Flora Public Library, Illinois Heartland Library System, and any other lending institutions.
2) The Flora Public Library, as a member of the Illinois Heartland Library System, also reciprocates in the loan of materials to all other library systems in the State of Illinois.

C.  INTERLIBRARY LOAN PERIOD AND FEES

1) The loan period and any fees for items procured through interlibrary loan shall be determined by the lending institution.

2) Charges, including applicable processing fees, for lost or damaged materials procured through interlibrary loan will be the charges set by the lending institution.  Once Flora Public Library has paid the lending institution for a lost item, and cannot receive a refund, no refund shall be given to patron if the item is later returned.  

3) Patrons utilizing any interlibrary loan or IHLS service shall be advised of potential charges, if any, when material is ordered and of charges, if any, when material is loaned.

4) Fees for loaning items out-of-state as stated in the Interlibrary Loan Policy shall be set by Flora Public Library.
V.  OTHER FEES - CIRCULATION

1) Fees may be charged for other services or for lost or damaged materials.  Fees for damaged material may include the total cost of replacement plus a processing fee.  Patrons reporting lost material will be required to pay the full price of the material and a processing.  When material has been damaged beyond repair, and all costs have been paid, ownership of the material may revert to the patron if the item is not deemed an environmental hazard (mold, etc.). 
2) A fee shall be charged to replace lost, stolen, or mutilated library cards.

3) Receipts are issue at the time of payment for lost material.  A receipt listing the price paid for the material and the processing fee will be given to the patron.  If the material is later found and returned in good condition, within 12 months, a refund will be made for the price of the material.  There will be no refund of any processing fees.  To receive a refund, a patron should bring a receipt.  All refunds from the Library to the patron will be issued by check.  The check will be issued at the next regularly scheduled bill payment time.  

4) Damage fees may be assessed on materials that are returned with light damage.

5) Other fees may be charged as deemed necessary.

VI.  LOAN POLICY ON FLORA PUBLIC LIBRARY MATERIALS

     
1)  
In order that all members of the community may share equally in the use of library materials, various loan periods shall be established by the Board of Trustees according to format and popularity of the item. Renewals and/or extensions on materials may be made at the discretion of library staff.  Reference materials are loaned at the discretion of the Library Director for very limited periods of time.

2)  Restrictions of type and of amounts of materials that may be borrowed may also be set by the Board of Trustees.  Information on loan periods and limitations for specific items is available at the Circulation Desk.       

3)  Holds may be placed by a patron who has a Flora Public Library card and wants to be notified when a particular item is available for checkout.  The individual will be notified by phone, email, text or mail and the item will be held for a specified period of time.  All holds, including those of staff and Board members, are processed in the order received.

4)  
While a public library is never responsible for providing curriculum 



materials for community schools, the Flora Public Library is happy to

supplement school owned materials whenever possible.  On occasion a teacher in a public or private Flora school may request additional books for classroom use.  This may be arranged under the following conditions:                  

A. The teacher must be responsible for pick-up and return of books.  The teacher is also responsible for payment for any lost or damaged material.

B. A reasonable amount of material on any one subject may be checked out.  Exceptions may be granted by the Library Director.  

C. Holiday and reference materials will not be included in this arrangement. 
D. It is expected that the materials will be returned within the specified loan periods.
VII.  OVERDUE FLORA PUBLIC LIBRARY MATERIALS

1. The library is fine-free.  Patrons are not charged overdue fines on standard library materials.   The library reserves the right to charge fines on special collections.  This courtesy is only offered to Flora Public Library cardholders and is not extended to reciprocal borrowers.

2. Patrons will be notified when material is one week overdue.  When items are two weeks overdue, a block is placed on their record.  They cannot check out or use e-resources until the items are returned.  Once materials are four weeks overdue, a bill with replacement price of the item and a processing fee is sent to the patron.   If one member of a household has a blocked card, all other members of the immediate household are prohibited from checking out materials until the items have been returned.  After material has been overdue for five weeks, the Board of Trustees has the option of requesting collection of the materials by an authorized agency.
3. When a person informs the Library that material has been returned that the Library has no record of receiving, the individual will be held responsible for the material until it is returned or until the full price of the material and the processing fee has been paid.  The Library will assist individuals in these cases by searching the shelves for the material and notifying them of the results of the search.
4. Return of Library materials is of great importance and any procedure that the Library follows in an individual case will be in keeping with that philosophy.  Final disposition of problems involving overdue materials will be handled by the Library Director.

viii.  ONLINE  Public Access Catalog

With the Public Access Catalog patrons can access holdings of Flora Public Library and the 500+ other member libraries in the Illinois Heartland Library System consortium, from a remote location.  The online PAC allows patrons to access their own patron information, place holds, search the database, renew items as allowed, change status of holds, view items currently checked out, and view any charges on their record.  To be eligible, patrons need to:
A. Have access to a PC, tablet, or mobile device, an Internet connection and Internet Service Provider.  

B. Hold a Flora Public Library card that is in good standing.

C. Select a Personal Identification Number (PIN).  Once selected, the patron can change their PIN any time from their own computer.  For security reasons, PINs will not be given out over the phone.  

D. Comply with all policies concerning circulation and interlibrary loan. 
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