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A. Borrower eligibility 

Residents of the town of New London and residents of rural Henry County are eligible for library cards from the H.J. Nugen Public Library. 

Residents of other towns in Henry County and the state are eligible for H.J. Nugen Public Library borrower cards by presenting their local library card. This policy shall continue as long as Open Access is a program from the State Library. 

Persons residing outside the city limits of New London, but in the State of Iowa who are otherwise not eligible for borrowing privileges through Open Access may not obtain or purchase a library card. 

B. Registration

All borrowers must be registered and have a current application on file to borrow library materials. 

Patrons must fill out an application form to register for a new electronic library card. 

All electronic library cards expire after three years. In order to renew an electronic library card, patrons must contact the library.
B. Loan periods 

1. 2 weeks for all circulating books, noncurrent periodicals, audio books, compact discs, free DVDs, older* DVDs, and kits.1 day for current** DVDs for which there will be a $1.00 fee.

2. Generally, current issues of periodicals do not circulate. Upon request, some current issues of periodicals may be checked out overnight. 
3. Interlibrary loans are checked out for two weeks and may be renewed depending on the date due indicated by the lending library. 
4. Material may be renewed three times if there is not a waiting list for the title, after three renewals the materials must be present to be renewed.  
The director may establish the loan period for equipment, special collections, materials which are temporarily in great demand, such as for student projects, or materials added to the collection which are in a new format, e.g., computer software. 

There is no limit on the number of items a patron can borrow at one time per the staff’s discretion of patron’s borrowing history
D. Reserves 

Reserves may be placed by patrons either in person, over the phone, or online. Patrons will be notified by postcard, text message, e-mail, or telephone when the materials are available. There is no charge to the patron for placing a reserve or for interlibrary loan services. Reserve materials will be held for one week and then passed on to the next person or returned to the shelf. There will be no reserves for videos.  
E. Overdue materials

Material will be overdue the day after the date due. 
F. Overdue Process for All Material Except Videos

1. First notices for all overdue material, excluding current video, will be mailed after the material is overdue for one week.  

2. Second notices for overdue material will be mailed two weeks after the first notice is mailed.
3. A third overdue notice will be mailed two weeks after the second notice, or five weeks after the material was due.  The third notice will list the replacement cost of the item.  A patron will be unable to check out any material after a third notice has been sent until the material has been returned or the replacement cost of the material has been paid.
G. Overdue Process for Videos

The first overdue notice for current videos will be mailed the day after the video material is due. The patron’s card will be tagged immediately and they will be unable to check out any video material until the overdue video(s) have been returned.

H. Fines 
Current video material will be fined at the rate of $1.00 per day. There will be a maximum fine of $10.00.

I. Damaged materials 

If materials are damaged so as to be judged by the library as being unsuitable for the collection, the patron must pay the replacement cost and then may keep the damaged material.  A notice of these charges will be sent to the borrower; a sample of the notice follows: 

Dear____________________________ 

At the time a library patron borrows materials from the public library collection, the patron assumes the responsibility for the care and timely return of the materials. Recently materials checked out on your library card were returned to the library damaged beyond the point of being usable in the Library's collection. The titles and costs of these materials are listed below: 

---------------------------------- $--------- 

Your assistance in clearing this matter promptly will be appreciated and will be necessary in order to retain your borrowing privileges.
Thank you in advance for your prompt response to this matter. 

Sincerely, 
J. Confidentiality 

Confidentiality is essential to protect the exercise of First and Fourth Amendment rights.  In accordance with First and Fourth Amendments of the U.S. Constitution, the Iowa Code and professional ethics, the Board of Trustees of the H.J. Nugen Public Library respects the privacy of users and recognizes its responsibility to protect their privacy.
*older (defined as DVDs on the shelf more than 3 months)
**current (defined as DVDs on the shelf for less than 3 months)
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