Circulation Policy
The following loan periods are for established patrons of the Fort Atkinson Public Library.

New patrons will be limited to two items at a time for the first two months. 
Books and other circulating materials (with the exception of DVDs) may be checked out for a two-week period. 

· Books: Checked out for a standard two-week (2) period, but may be renewed for additional two-week periods, unless reserved for another patron. Reserved books may not be renewed. 

· DVDs: A limit of five (5) DVDs may be checked out for two-week (2) period. Movies may be renewed if no other patrons are waiting for that title. 

· Magazines: These may be checked out for two (2) weeks but may be renewed for an additional two-week period unless reserved for another patron.
· Cake pans: Cake pans can be checked out for a two (2) week period and may be renewed for an additional two-week period unless reserved by another patron. Cake pans should be returned clean. 

· Puzzles: A limit of three (3) puzzles can be checked out at one time for a two (2) week period. If no reservation exists on the item, it may be renewed for a further two (2) weeks. Any puzzle that returns without its H band will have a charge of $2.00 added to the patron’s account.
· Games: A limit of three (3) games may be checked out at one time for a two (2) week period and may be renewed for a further two (2) weeks if no reservation exists. Any game that returns without its H band will have a charge of $2.00 added to the patron’s account.
· IFixIt Kit: This kit can be checked out for a two (2) week period and may be renewed for an additional two (2) week period unless reserved by another patron. Any missing pieces will be charged to the patron at the cost of replacement. 

· Reference materials: Generally, reference books do not circulate. Upon request, some reference materials may be checked out for three days (3) with the librarian’s express permission. These may be renewed if not reserved by another patron. 

· The Iowa collection: Some of these materials may be checked out with other items that are not allowed to leave the library. These are the items that are irreplaceable and are marked on the item as non-circulating.

· Interlibrary Loans (ILLs): Interlibrary loans are due the date indicated by the lending library. Currently, we receive two free shipments each week, paid for by the State Library of Iowa. We ask no payment for these items. However, if the material has come by mail, patrons may be asked for $3.00 to help defray postage cost. Interlibrary loans are for established patrons, those that have had cards longer than two months, and have no overdue items and no outstanding fines. Any lost or damaged materials costs will be passed on to the patron. 
· The director reserves the right to establish loan periods for special collections, materials that are temporarily in great demand or materials newly added to the collection.  
Library personnel shall be aware that all library registration, circulation and reference records must remain confidential and are protected by library policy and under state law (Code of Iowa Section 22.7). Information concerning a patron’s registration record (including the existence of a library card), circulation records and reference questions asked shall not be made available to any citizen, agency or state, federal, or local government authority. 
Staff receiving a request to examine or obtain information relating to customer records shall immediately refer to the person making the request to the Library Director who shall explain the confidentiality policy. 
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