City of Calabasas Library
Circulation Policies

Picture Books		             		15 per account					21 days		                                                     					(maximum of 3 per holiday per card)

Board Books		             		15 per account					21 days		                         					(maximum of 3 per holiday per card)

Easy Reader Books                      		15 per account                   			21 days                                       

Fiction			              		15 per account					21 days
Non-Fiction				15 per account					21 days		                         					(maximum of 3 in each call number per card)

J 398, J 741.5, YA 741.5			15 per account					21 days	                         
Music CDs				5 per account					21 days	                         
Books on CD				5 per account					21 days	                         
Read-Alongs				5 per account					21 days
Book Club Books			15 per account					  7 days	                         
Juvenile Encyclopedias		               3 per account					  7 days	           
Juvenile Non-Fiction 7-Day       	  	3 per account					  7 days	           
Magazines				15 per account					  7 days	           
DVDs/Blu-ray				20 per account    				  7 days			           	
Interlibrary Loan			3 per account	      	       fees & checkout times vary                         
Reference				library use only	
Friends of the Calabasas Library Fundraiser
Rental Books				3 per account		           7 days - $1.00/week rental
Rental DVDs				3 per account		           7 days - $2.00/week rental

The library has three outdoor drop boxes which are open all day, every day. Two are located near the North entrance, across from the front doors. The third is located at the back parking lot, above the amphitheater. Audio-visual items should not be returned to the back drop. 

City of Calabasas Library
Circulation Policies


Checkout 
Patrons must present a Calabasas Library card, “digital” version of our library card, or photo ID. Only the patron to whom the account is issued will be allowed to use it. The replacement card fee is $6.00. 


Due Dates
Due dates can be found on the paper receipt, by checking the account online, or by calling the circulation desk. Electronic reminders via e-mail or text message are available as a courtesy. The library does not assume responsibility for technical difficulties that result in non-receipt of electronic notifications. It is the patron’s responsibility to be aware of due dates and return or renew items on time otherwise patron’s account will be blocked.
Renewals
If there are no holds, library items may be renewed twice. Eligible items will be automatically renewed on the due dates. You may also renew in person, over the phone, or on our website; with the following exceptions…
· Magazines, encyclopedias and juvenile non-fiction 7-day are not renewable.
· Holiday picture books and holiday board books are renewable only once. 
· Items more than 14 days overdue are not renewable.
*when an item is renewed, the new due date is calculated from the date of the renewal, not from the original due date


Fees 
Lost or damaged items are the responsibility of the cardholder. A book can be replaced with a new copy that has the same ISBN as the original. In lieu of replacement, we will accept payment (non-refundable) for the cost of the book plus a $6.00 processing fee. Contact us for information regarding lost or damaged materials. Fees will be charged for lost flash drives and chargers. Fees will be charged for library services such as library card replacement, copying, printing, proctoring and MPR use. Adult Books labeled NEW will incur a $0.25 per day overdue fine. Payments must be made by cash or check only.
Holds
Most items in our collection may be placed on hold at the reference desk, over the phone, or via our website. Patrons will be called when an item is available for pickup. Items will be held for 4 days.
In accordance with the California Government Code regarding patron confidentiality, held items may only be picked up by the account holder.
Interlibrary Loan
Items not owned by the library may be requested through Interlibrary Loan. Patrons will be advised of any charges before the order is placed. Patrons will be called when the material arrives. ONLY THE PATRON REQUESTING THE ILL MAY PICK UP THE MATERIAL  
· [bookmark: _GoBack]Patrons are responsible to pay overdue fees for interlibrary loan items ($1.00 per day after the due date).
· For lost or damaged Interlibrary Loan items, patrons will be charged the cost of the book plus the processing fee (per lending library’s policy). 

Internet Use Policy
The Calabasas Public Library offers unfiltered access to the Internet as one of its services. The Internet provides a means of accessing information through hundreds of millions of websites all over the world. This is an ever-changing array of information and resources representing the largest exercise of free expression in human history.
Library users utilizing Library workstations are advised of the following:
1. The Internet is a useful, but unregulated network of resources. It may provide access to information that may be offensive or disturbing to some individuals, as well as access to information that may be factually incorrect and/or illegal.
1. Our staff does not monitor usage of the Internet. Parents and guardians have the right and responsibility to monitor their child’s use of Library resources, including the Internet. If you have concerns about your children’s use of Internet, please establish your family’s expectations about Internet use and participate with your children in their use of the Library’s computers.
1. The Library does not monitor and has no control over the information available through the Internet. The Library is not responsible for the accuracy, currency or quality of any Internet resources found.
1. You are responsible for any direct or indirect damages that you may suffer from your use of Internet services.
1. You are responsible for any commercial transactions made through use of the Internet access workstation.
1. You are responsible for any losses or damage sustained by the Library as a result of your use of Internet access.
1. Library users are NOT authorized to install their own software or store personal files on Library computers.
1. The Library’s electronic resources may be used only for purposes which are legal and consistent with the Library’s mission. Unacceptable uses include, but are not limited to:
7. Harassment of other library or computer users or staff, or unauthorized access to files, data or passwords of others;
7. Libeling or slandering of others;
7. Disruption or unauthorized monitoring of electronic communication;
7. Unauthorized copying of copyright protected material;
7. Violations, or attempts to violate computer systems, security and/or software license agreement;
7. Intentional exposure to other individuals of material or images which children (or their parents) may find personally unsuitable;
7. Incurring any costs to the Library.

1. The Library reserves the right to limit computer use to ensure reasonable and equitable access for other users.
1. Members of the public shall not use the Internet in any way that violates federal or state laws or regulations. Nor shall they use the Internet in a manner that disrupts, harasses, or annoys others, or violates their rights.
The Library reserves the right to review patterns of use of the Library Internet access workstations in order to assess conformity with the standards described in this policy.
CONFIDENTIALITY
In order to guarantee privacy for each individual, California Law mandates confidentiality of your registration and borrowing records, and the City of Calabasas Library policies and procedures carry out that intent.
The California law restricts access to patron’s records as defined below:
California Government Code
Section 6267. Registration and circulation records of library supported by public funds.

All registration and circulation records of any library which is in whole or in part supported by public funds shall remain confidential and shall not be disclosed to any person, local agency, or state agency except as follows:
(a) By a person acting within the scope of his or her duties within the administration of the library.
(b) By a person authorized, in writing, by the individual to whom the records pertain, to inspect the records.
(c) By order of the appropriate superior court.
As used in this section, the term “registration records” includes any information which a library requires a patron to provide in order to become eligible to borrow books and other materials, and the term “circulation records” includes any information which identifies the patrons borrowing particular books and other material.
This section shall not apply to statistical reports of registration and circulation.
Section 6254 (j) Library circulation records are kept for the purpose of identifying the borrower of items available in libraries, and library and museum materials made or acquired and presented solely for reference or exhibition purposes.
Library staff cannot give any information about a patron’s registration and circulation record to anyone other than the patron, regardless of age or relationship to the patron. For example, a parent cannot be told what material a child has checked out on the child’s card without the child’s consent as defined in section (b) of the law.
Consent may be given by completing the waiver form. The patron must fill out the waiver form and sign it in front of a library staff member. 
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