

Allegany Public
 Circulation Policy
About Your Allegany Public Library Card
· Library card account holders are financially responsible for the items checked out and use of the library card
· Parents/guardians are financially responsible for the items checked out and use of juvenile library card
· Library cards are free for residents in Chautauqua and Cattaraugus Counties 
· Library card applications need to be completed at the Allegany Public Library 
· All library cards need to be renewed once a year with verbal or written confirmation of contact information 
· Library accounts not renewed after 3 years may be deleted 
· Please alert library staff of any changes to your account
· Library card provides access to collections across the 38 libraries in the Chautauqua-Cattaraugus Library System 
Card Registration 
Adult Cards (+18)
· Completed Application 
· Photo ID 
Juvenile Cards (12-18)
· Completed Application 
· School ID 
Juvenile Card (0-11)
· Completed Application 
· Child must be present to apply for a library card
· Photo ID of Parent/Guardian
Examples of Accepted Forms of ID
· Government Issued Photo ID
· State ID Card
· Child Safety Card
· School ID- or proof of residence as provided by the school
· Passport

Lost or Stolen Cards
Notify the library staff immediately at 716-373-1056 or email director@alleganylibrary.org
The Allegany Public Library reserves the right to withdraw borrowing privileges from any patron providing the library with false registration information. 

Confidentiality of Patron Accounts
The Allegany Public Library complies with New York State law regarding the confidentiality of patron records. The law states: “Records related to the circulation of library materials which contain names or other personally identifying details... shall be confidential and shall not be disclosed except that such records may be disclosed to the extent necessary for the proper operation of such library and shall be disclosed upon request or consent of the user or pursuant to subpoena, court order or where otherwise required by statute.” 
Library staff members will not discuss a patron’s record of loans, holds, renewals, or fines with anyone other than the patron, their authorized users, or other library staff members, except to the extent necessary for efficient and effective service to the public
Borrowing Privileges and Responsibilities
Patrons should present their Allegany Public Library card when borrowing materials. All cardholders reserve the right to have a receipt printed of due dates for items. 
Library users may place a reserve or hold on circulating items within the Chautauqua-Cattaraugus Library System. Patrons may reserve these materials at any Chautauqua-Cattaraugus Library System library, by telephone, or via the Library’s online catalog.	Comment by Janice Dekoff: Add?
Borrowing privileges may be limited to or rescinded if the cardholder or cardholder’s guarantees have lost or damaged items, or fees exceeding $10.00
Loan Period 
	Item Type
	Renewals
	# Days
	Fees

	Books, Audiobooks, CDs
	3
	21
	Replacement cost of damaged or lost

	DVDs
	1
	21
	Replacement cost of damaged or lost

	Magazines 
	1
	7
	Replacement cost of damaged or lost


· Reference Material – not for checkout
· Current Issues of magazines may not be checked out until the next issue is available
· No Renewals for:
		Items on Hold
Returns (Check-ins)
Items may be returned to any library in the Chautauqua-Cattaraugus Library System 
Item returns are available 24 hours a day
A maximum of 3 claims returned/ claims never had a total. Any additional items must be resolved 

Notification Schedule 	Comment by Janice Dekoff: Highlight/note that this section may vary based on library practices
Email/Text if opted into
· 3 days before due date
· 3 days after due date
Mail Notifications 
· After 14 days
· Must be resolved 30 days after date of notification
Mailed Bills 
· 30 after due date
Items will be considered lost, and the patron account will be billed for a replacement copy plus $2.00 processing fee.
	 
Online Accounts
Your Allegany Public Library card gives access to the digital collections (see digital policy).
Online accounts to access checkouts, holds, renew items, and set preference is located at alleganylibrary.org
	Must have library card number and password 
	Patrons may reset passwords in person, via phone with their library card number
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