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Subject: Borrowing

Purpose
The City of Roseville Parks, Recreation & Libraries (PRL) has established a policy to define the standard
process for borrowing library materials and services usage.

Policy
Types of library cards

e A permanent library card allows customers to borrow materials AND use online services.

e A temporary self-registered card includes usage of online services and is obtained via the online
library catalog. Registrants may use online services for up to 30 days, and then the account is
marked as expired. After 90 days from registration, the account will be deleted if not upgraded to
a permanent or public computer card account.

e A public computer card includes usage of public computers and may be issued without photo
identification. No physical items may be borrowed using this type of card. To upgrade a public
computer card to a permanent card the customer must bring in photo identification to the front
desk of the library.

e Astudent card allows students 17 years or younger to obtain a library card with photo
identification. A student card has a two book limit and access to our online services and public
computers. To upgrade a student card to a permanent card the student must have a parent/legal
guardian/responsible adult sign and accept responsibility for the card.

How to get a Roseville Public Library card
Anyone can apply for the Roseville Public Library card by submitting a paper or online application and
providing required identification. All initial library cards are provided free of charge.

To obtain a permanent library card you must provide photo identification.
1. Acceptable photo identification includes, but is not limited to:
. Driver’s License

. State ID
J Military ID
. School ID

. Consular ID
. Permanent Resident or Green Card
o Passport

Once the card has been created, the customer must sign it to confirm that they are responsible for all

items borrowed on the card and they are in agreement with the policies, fines and fees that the library
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has set forth.

All permanent cards must be signed by an adult 18 years of age or older. The signing adult becomes
responsible for a child’s account and agrees to pay all fines and fees incurred before the child turns 18
years old.

The customer is responsible for notifying the library immediately if their card is lost or stolen.

Confidentiality
California state law protects the confidentiality of all customer records, including children. Parents or

guardians of minor children are solely responsible for their child’s use of library resources including
online services. Except to comply with applicable laws, valid legal process, the Roseville Public Library
will not disclose any information from the customer record to unauthorized individuals or to other
agencies. Parents and legal guardians, when they are signed guarantors on the account may be given
information related to fines and fees on their child’s record.

Borrowing
Customers may have up to 50 borrowed items on their account at any given time.

Customers may borrow items when:

. A valid Roseville Public Library card is presented, OR

) A valid photo I.D is presented, OR

. The following information is provided: Customer’s Name, and Barcode, AND
J All accounts they are responsible for are in good standing.

Library staff reserves the right to request photo identification or a library card to verify the identity of
the customer. A library card can be reissued when the customer provides photo identification and pays
the replacement fee of $2.00.

1. Borrowing Periods

a. Most items are loaned for three weeks.

b. Some materials such as Hublet tablets and Local History Center items are in-library use only.
c. Up to four renewals are allowed for most items, unless requested by another customer.

a. A hold may be placed on most library items.
b. There is a limit of 15 holds per library card.
c. ltis acceptable for another person to pick up a hold for a customer, if they have the library
card or library card number where the hold was placed.
3. Special Borrowing Instructions
a. Some special collections must be borrowed and returned at the front desk. These
instructions are indicated on these items.
b. Hublet tablets are borrowed from and returned to the kiosk. Equipment not returned within
the time limits will incur fees up to and including the cost of the equipment loaned.
c. Roseville Local History Center items may be checked out for in-library use only. Materials
from this collection are requested at the front desk of the Downtown Roseville Library.
4. Good Standing
a. Alibrary account is considered in good standing and can check out materials when the fines
and fees on the account are less than $25. Library cards are required to be renewed every

four years.
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Overdue Fines and Fees
J Overdue fines are $0.25 per day on most items.
. Electronic devices are not to be removed from the library and will be charged full cost if not

returned.
. Maximum fines per item are $5.00. Maximum overdue fines accrue, per borrow and per renewal.
. Iltems more than 45 days overdue will be billed to the cardholders account.

. Accounts with fines of $50 or more that have not been paid within 60 days are considered
delinquent and will be referred to a collection agency.

o A nonrefundable $10 fee will be added to any accounts referred to a collection agency.

. Fines and fees incurred on a child’s card are the responsibility of the parent/legal
guardian/responsible adult that signed for the card.

1. Lost Items
After a period of 45 days overdue the cost of all items will be added to the borrower’s account and the
items will be considered “lost”.

a. Replacement items will not be accepted in lieu of the cost of a lost library item.

b. The customer is responsible for all fines assessed on the lost item.

c. No refunds will be issued.

2. Damaged Items
Customers who return damaged items that must be withdrawn from the library’s collection will be
charged the cost of the item plus any overdue fines accrued on the item.

a. Items may be discarded at the library’s discretion.

b. Replacement items will not be accepted in lieu of the cost of a damaged library item.

c. No refunds will be issued.

3. Library Material Recovery

When library materials are borrowed and become overdue, notices are sent out as a courtesy to remind
the customer to return or renew the item(s). The library is not responsible if notices are not received. It
is the customer’s responsibility to notify the library of any changes to their contact information. If the
item(s) are not returned, the customer is charged the full replacement cost of the item(s). The library
materials recovery process is initiated when:

a. The borrower has materials that are 60 days overdue and owes $50.00 or more or a
borrower’s fines and fees total $50.00 or more and there has been no payment activity on
their account for 60 days.

b. If an account meets the above criteria they are referred to collection agency for a final
collection notice.

c. Anonrefundable $10 fee will be added to any accounts referred to a collection agency.
Customers may continue to use online resources and public computers with their library
cards even if the library materials recovery process is initiated.
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