
CIRCULATION POLICY 
 

Obtaining a library card 

 

Library cards are free to all.  Library cards are given to anyone meeting the following criteria: 

*  Patrons birth and older 

*  Proper identification showing current address is required to register for a library card.   

Acceptable identification can be any of the following:  photo ID showing current address or a 

photo ID and any of the following:  check with preprinted address, utility bill, tax receipt, rent 

receipt, or any other piece of cancelled mail showing the person’s name and current address. 

*  Children under the age of 18 must have a parent signature.  Anyone other than a parent 

must show legal papers indicating responsibilityfor the child.  [If you are signing for a child your 

card and any other cards you have signed as the responsible party cannot have accumulated 

suspension  ($5.00 or more in fines or materials that are 20 or more days overdue).]  

 

Applicants for a library card must complete and sign an application form.  Signing the 

application denotes acceptance of responsibility for all materials check out on the card and for 

understanding and abiding by the rules and policies of Sterling Public Library. 

 

 

Lost Library Cards 

The first library card is free.  To replace a lost library card a $2.00 fee is charged.  For each 

additional card lost the fee increases $1.00 with a maximum of $5.00. 

 

 

Circulation 

 

Materials may be checked out by anyone with a valid Sterling Public Library card.  The 

following loan periods apply to materials: 

 Books              3 weeks 

 Magazines             3 weeks  

 CDs/cassettes            3 weeks 

 DVDs/videos            3 days 

 ILLs              3 weeks 

              

 Holds (more than 2 holds on item)      1 week 

 

Borrowers are limited to 25 items on a card. 

 

 

Renewals 

 

Library materials that have not been reserved by another patron may be renewed one time.  

Renewals may be made in person, over the phone or electronically. 

 

Holds 



 

All patrons are responsible for placing or initiating your own holds.  Holds may be placed online, 

over the phone or in person.  Holds placed online for materials in the library will be pulled and 

available the following day.  Patrons will be notified of hold availability once either by phone or 

email.  Holds are held for pick up for 5 days.  ILLs are held for pick up the same number of days 

as holds. 

 

 

Overdue Notices 

 

Overdue notices will be sent to patrons as follows: 

 

1st notice – reminder sent when materials are 10 days overdue 

2nd notice – a letter from the City Attorney is sent when materials are 30 days overdue.  This 

letter will request that you return materials and pay any fines due or pay the replacement cost and 

$5.00 processing fee of each item. 

 

Overdue items stay on the patron’s record until the item is paid for or returned.   

 

 

Grace Period 

 

Overdue fines will be waived if a patron renews or returns overdue materials in nine days or less 

from the due date.  On the tenth day an item is overdue the grace period is dropped and the fine 

is charged from the due date. 

 

 

Fines 

 

Fines accumulate until the material is returned.  Fines are .10 per day per item.  Maximum fine is 

$2.00 per item. 

 

 

Library Card Suspension 

 

Library card privileges are suspended for patrons with fines and/or charges of $5.00 or greater.  

Suspension of library card privileges will include computer use. 

 

 

Lost Materials 

 

Replacement costs are charged for lost materials.  If a replacement cost cannot be found, the 

following charges apply: 

 Adult hardback      $21.00 

 Adult paperback      $13.00 

 Children’s hardback     $16.00 



 Children’s paperback     $10.00 

 

 DVD/video cases      $  1.50 

 Audio cases       $  8.00 

 Audio bag        $  1.50 

 

A $5.00 processing fee is added to all lost items. 

 

 

Damaged Materials 

 

Library material returned damaged to the extent that it cannot be repaired or used will require 

paying replacement costs.  Items that can be repaired will be charged according to repair costs. 

 

 

Printer/Copy Machine Fees 

   

Patrons will be charged .10 per 8 ½ x 11 page for printer or photocopies.  Legal size photocopies 

will be .15 per page.  Photocopy pages 11 x 17 are .25 per page.  Double sided copies are 

charged at the same rate for the second side.  (Example:  Double sided legal page is .30)  

 


