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CIRCULATION POLICY 
 

Approved by the Ishpeming Carnegie Public Library Board on 18 August 2022 
 
I. PURPOSE.  The basic purpose of the Ishpeming Carnegie Public Library is four fold: 
 
 1. to make materials widely available; 
   
 2. to provide maximum use of the materials collection; 
 
 3. to facilitate requests for materials; and 
 
 4. to provide a uniform policy for the retrieval of overdue materials. 
 
II. ELIGIBILITY OF USE. 
 
 1. Any person with a current library card may obtain service and is eligible to borrow 
materials. 
 
 2. The use of the Library or its services may be denied for due cause, such as a failure to 
pay penalties, stealing, or destruction of Library property, disturbances of other patrons, or any other 
objectionable or illegal conduct on the Library premises for as long as the Librarian deems necessary.  
Any appeals of this ruling may be made in writing or in person to the Library Board. 
 
III. LIBRARY CARD REGISTRATION. 
 
 1. There are three types of registration cards: 
 
  A. Youth (valid to the age of 18) 
  B. Adult 
  C. Temporary Resident 
 
 2. In order to obtain a free Library card, the patron must present one (1) positive means of 
identification that includes a photo.  Examples include a driver’s license, federal passport, or a state 
identification card.  If a person does not have a current form of identification, they will also need to 
provide a piece of mail confirming their address, etc.  Patrons under the age of 18 must have a parent or 
guardian sign the registration card. 
 
 3. Library cards expire when there has been no activity on an individual’s account for over 
three (3) years.  Upon expiration of the library card, the patron is asked to fill out a new registration 
card. 
 
 4. The library card issued to the patron must be presented each time material is borrowed.  
There is a replacement charge of two ($2.00) dollars for lost or destroyed cards.  Lost or destroyed cards 
should be reported promptly, as well as any address or phone change. 
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IV. LOAN PERIODS 
 
 1. Books: 
  A. Three (3) weeks for all not new nonfiction and fiction. 

i. New children’s and teen items will be shelved in new children’s and 
teen sections for nine (9) months from purchase date or until space 
constraints require their removal to not new sections, in which case the 
oldest items will be moved first. 

B. Two (2) weeks for fiction and non-fiction in new adult fiction and new adult non-
fiction sections 

i. Items will be shelved in new adult fiction and non-fiction sections for 
one (1) year from purchase date or until space constraints require their 
removal to not new sections, in which case the oldest items will be 
moved first. 

  C. Reference books do not circulate. 
  D. Books may be renewed unless they are on reserve for another patron. 
  E. Extended loans may be granted for a special need or to cover times when a 

patron will be out of town.  The Librarian will determine which books or materials may be taken 
for extended loans and for how long. 

 
 2. Periodicals: 
  A. Current issues do not circulate. 
 
 3. Audio-Visual Materials:  See separate sections. 
 
 4. All materials are renewable at the front desk, over the phone, or on-line, unless there is 
a hold on the item. 
 
V. DVDs AND BLU-RAYS 
 
In order to borrow DVDs or Blu-Rays, the borrower agrees to abide by the following rules: 
 

1. The borrower must be a cardholder of the Ishpeming Carnegie Public Library. 
 

2. There is a loan period of seven (7) days. 
 

3. If returned in the outdoor book return DVDs and Blu-Rays must be placed in the media 
return slot due to possible damage to the item.  If such action is not taken, the borrower 
is still responsible for the DVD or Blu-Ray until it reaches the front desk and for any 
damage done to the DVD or Blu-Ray in the drop box. 

 
4. Loss or damage of a DVD or Blu-Ray will result in the billing of the borrower for the full 

replacement cost. Any physical damage to the cases or contents of any DVD or Blu-Ray 
that makes it inoperable in whole or in part will result in billing the borrower for the full 
replacement cost of the DVD or Blu-Ray. 

 
5. The DVDs and Blu-Rays are protected by the copyright laws and may not be copied. 
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6. The DVDs and Blu-Rays may not be borrowed by anyone who intends to use them for a 
public performance as set forth in the copyright law. 

 
7.  There is a rental fee per DVD and Blu-Ray to checkout. See the most recent City of 

Ishpeming Fee Schedule for cost. 
 
 
VI. AUDIO MATERIALS 
 
 1. Music CDs and audiobooks will have a three (3) week circulation time period.  They may 
be renewed. 
 
 2. There is no limit on the number of music CDs or audiobooks that may be checked out at 
one time.  
 
 3. If returned in the outdoor book return music CDs and audiobooks must be placed in the 
media return slot due to possible damage to the item.  If such action is not taken, the borrower is still 
responsible for the item until it reaches the front desk and for any damage done to the item in the drop 
box. 
 

4. Loss or total damage of audio materials will result in the borrower being billed for the 
partial (if applicable) or full replacement costs of such materials. 
 
 
VII. OVERDUE NOTICES 
 
 1. One automated phone call at one and three weeks overdue to remind the patron of 
overdue materials. 
 
 2. Patrons with materials overdue for at least 30 days (then considered lost) will receive a 
bill in the mail for the replacement cost of the materials.  A copy of the bill is kept on file at the Library. 
 
 3. Patron accounts with materials considered lost for two (2) weeks (at least 56 days 
overdue) and with a total replacement cost exceeding $25.00 are forwarded to Unique Management, 
our library-specific collections agency, who will conduct skip-tracing and attempt contact via written 
letters and phone calls prompting the patron to return the items or pay for their replacement. 
 
 4. When a patron claims he has returned a book or item, but the Library has no record of 
its return and cannot locate the book or item on its shelves, a member of the Library staff will explain to 
the patron that the Library’s records show that the book or item has not been returned to the Library, 
but that the staff will keep looking for it, and ask that the patron do the same.  Ask if they could have 
loaned it to someone and/or to check in places such as under beds and car seats and in closets, etc., as 
materials do turn up in unusual places.  Be sure to note in the patron’s account “claimed returned” so 
any future contacts will be made with that knowledge.  The patron should not be charged for the book 
or other item as long as he is convinced he returned it.  He should be given the benefit of the doubt as it 
is possible that the error was made at the Library.  Good will is more valuable than the book.  If, 
however, the patron is a chronic offender, the Librarian can be more persistent, and if she believes the 
patron has not returned the book, a bill may be sent. 
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VIII. FINES 
 
Any patron who borrows materials from the Ishpeming Carnegie Public Library is responsible for 
returning them in a timely manner and in good condition.  If not, the patron will make restitution to the 
Library by paying for the materials. 
 

1. The following fines will be charged for overdue materials: 
 
  A. Ten (10¢) cents per day per item 
 

2. Overdue materials must be returned to the Library before any other materials may be 
checked out.  Fines above $5.00 must be paid before checking out more materials or to 
use public computers. 

 
3.  See the current City of Ishpeming Fee Schedule for damage and replacement fees. 

 
4. Patrons who pay for lost library materials may have the cost of the materials refunded if 

they are returned at a later time in good condition. 
 
IX. CONFIDENTIALITY 
 
The Ishpeming Carnegie Public Library Board believes that library patron records are privileged and 
confidential information.  Disclosure of these records, including names, addresses, and telephone 
numbers, would constitute an invasion of privacy pursuant to the Freedom of Information Act set forth 
in MCL §15.243(1)(a).  Therefore, any person requesting such information will be denied access to 
library records under this policy. 
 
Enclosed is a copy of the Library Privacy Act. 
 
1. Patron Requests 
 
 A. A patron must give their name or library card number, either in person or on the 
telephone, before any information will be given about: 
 
  a. Items checked out. 
  b. Items overdue. 
  c. Fine information. 
  d. Reserves information. 
 
 B. When speaking to a family member (including parents) and not to the patron, 
information about the material should be restricted so as to not reveal the content of the materials.  
Example:  (1) A DVD borrowed is overdue and should be returned.  (2) A book that had been reserved is 
now in and can be picked up. 
 
 C. If information is requested by a person other than the patron, the staff should state that 
they are only permitted to discuss specific information with the patron, no one else. 
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2. Patron Information 
 
 A. Address, phone number, or any other personal information from a patron’s record 
should not be given out. 
 
 B. If someone finds a library card, it should be returned to the Library.  The Library will see 
that it is returned to the patron. 
 
 C. If someone finds a library card with other personal belongings and wants to return 
them, the Library is to take the person’s phone number and will then contact the patron and have them 
contact the person who found the card. 
 
 


