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ALPHA PARK PUBLIC LIBRARY DISTRICT 
 

Circulation Administrative Procedures and Standards: 

Addendum to the Circulation Policy 

 
General Information: 

 

Patrons may call the Library for many kinds of help.  The primary telephone numbers are: 

 

 Circulation (Checkout) Desk, 697-3822, ext. 10 

 Information (Reference) Desk, 697-3822, ext. 13 

 Youth Services, 697-3822, ext. 14 

 
The Library provides many items for checkout.  Certain limits apply depending on the type of materials 

involved. Current limits that apply are shown below: 

 

 50 items per patron 

 10 DVDs 

 5 music CDs 

 10 Playaways 

 3 books on mp3 CD 

 10 Books on CD 

 10 current magazines 

 2 computer software packages 

 2 toys 

 5 electronic books (e-books) from each e-book source, for a total of 10; the two sources are the 

Alliance Digital Media Library, or ADML, and the e-Read Illinois collection 

 

 

Different checkout periods may apply for different materials.  For rental books and DVDs, there is a small 

charge, as noted below. Current time limits are: 

 

 Rental books (popular new releases for which there is often a long waiting list; patrons may elect 

to check out a rental book for $1.00/week or $2.00 for two weeks, thereby avoiding waiting for a 

title to become available), 1 week/2 weeks 

 Rental  DVDs, $1.00/week 

 Magazines, 1 week 

 Software CD-ROMs, 1 week 

 Movies, 2 weeks 

 Books, 3 weeks 

 Books on CD or cassette, 3 weeks 

 Books on mp3 CD, 3 weeks 

 Music CDs, 3 weeks 

 Playaways, 3 weeks 

 Toys/games, 3 weeks 

 Electronic books (e-books), 7, 14, or 21 days, decided by the patron 

 Electronic magazines (e-magazines), no limit 
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Renewals: 

 

 Almost all library materials, except for movies, may be renewed if they are not on hold for 

another patron 

 Renewals may be made by phone, walk-in, or online 

 Three renewals are permitted, unless otherwise authorized, for books  and books on CD.  For 

other renewal periods, patrons may contact the Checkout Desk at 697-3822, ext. 10. 

 

Equipment, technology, and accessory lending: 

 

The Library offers a variety of equipment and technology for checkout by patrons, both inside and outside 

the library.  These may include, but not be limited to, laptop computers, tablets, e-Readers, and projectors.  

Technology changes rapidly.  To verify the availability of equipment and new technologies, and 

checkout/renewal details, the public may call the Information Desk at 697-3822, ext. 13, for the most up-

to-date information.  Beginning in 2015, the following items may be checked out (with replacement 

costs): 

 

 Canson Paper Show, $200.00 

 Carrying bag, $40.00 

 Cords, $40.00 

 Galaxy Tab Pro, $399.00 

 Headset with microphone, $40.00 

 iPad, $399.00 

 Nook HD+, $179.00 

 Kindle eReader, $80.00 

 Kindle Fire HD, $139.00 

 Kindle Fire HDX, $229.00 

 Laptop, $950.00 

 Laptop, in-house use only, $700.00 

 Nook HD, $129.00 

 Overhead projector, $180.00 

 Portable projector, $700.00 

 Portable screen, $150.00 

 Slide projector, $150.00 

 Surface Tab, $259.00 

 Tripod, $40.00 

 Virtual keyboard, $50.00 

 

People must be at least 18 years old to borrow these items.  They must present a valid Alpha Park Public 

Library card, in good standing, along with a valid driver’s license or state ID card.  Electronic devices 

must not be returned in the drop box; they must be returned to a staff member.  Late fees may be assessed 

up to $5.00 per day.  If an electronic device or its accessories are lost, stolen, or damaged, the patron to 

whom the device is checked out will be held responsible for all replacement costs and processing fees.  

As with books and other materials, patrons with overdue assessed fees of $25.00 or more will be turned 

over to Alpha Park’s collection agency. 

 

 

 

Fines and fees: 
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The fine for most Library materials is 10 cents per day, up to a maximum of $4.00 per item. 

Exceptions: The fine is 50 cents per day for movies, toys, and certain Interlibrary Loan (ILL) items, with 

a maximum fine of $10.00 for interlibrary loan materials received from outside the immediate region. 

For rental books and DVDs, see above re: different checkout limits. 

For lost items, for which a retail value is available, the retail value will be charged.  Older items may be 

assigned a default, standardized value.  For items priced under $5.00, the default amount is $5.00.  If 

patrons lose materials, pay for them, and then find them, the library will provide the patron a refund, less 

a $3.00 service charge.  These charges may be subject to change. For current replacement costs of lost or 

damaged equipment, patrons may contact the Information Desk staff at 697-3822, ext. 13. 

 

Charges for damaged items may be handled on a case-by-case basis.  If a damaged book or other item is 

completely unusable, the complete cost of replacement must be paid by the patron. 

 

Holds and borrowing books and other materials from other libraries: 

 

Holds may be placed on items that are checked out, or that are available from another library.  The Alpha 

Park Public Library is a member of the Resource Sharing Alliance (RSA).  Patrons may place a hold on 

most items in the 200-plus RSA member libraries.  Holds may be placed in person at the library, over the 

phone, or at a remote location—for example, from a home computer or electronic device.   

 

Items not available in an RSA library must be requested via Interlibrary Loan (ILL) through library staff, 

either in person, by telephone, or e-mail directed to the Information Desk staff (alpha@alphapark.org).  

Books and other materials borrowed from libraries in the RSA checkout according to Alpha Park 

Library’s guidelines.  Items received from libraries outside the RSA are subject to the lending library’s 

policies. 

 

Patrons must take particular care in the handling and returning of all items received from another library, 

as the Alpha Park Public Library may be held responsible for unreturned items.  Abuse of borrowing 

privileges may affect future borrowing privileges of both patrons and the Library, depending upon 

individual circumstances. 

 

ILL items may be renewed by request, on a case-by-case basis.  Patrons must request renewal from 

Circulation staff.  

 

Items to be held for patrons will be kept at the Circulation Desk, and will be held for one week.  Patrons 

will be notified via phone, postcard, or electronic technology, such as e-mail and/or text messaging, when 

held materials are available.  Staff will respect the privacy of each patron when notifying a patron that he 

or she has items waiting to be picked up. The specific title of a held item will not be stated to anyone but 

the patron who requested it.  If the patron is not available by phone, a message will be left.  A postcard 

will be sent only if contact by telephone is unsuccessful, or if the patron requests it. 

 

 

 

 

 

Library account management: 

mailto:alpha@alphapark.org
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Patrons may manage their own accounts electronically, via the library’s website at www.alphapark.org. A 

patron’s library card number serves as his or her login. Questions about electronic access to, and 

management of, accounts may be directed to Circulation Desk or Information Desk staff at 697-3822, ext. 

10 (Circulation) or ext. 13 (Information). 

 

Faxing, photocopying, and scanning: 

 

Faxing is provided for the public at the Circulation (Checkout) Desk.  Costs for sending and receiving 

faxes within the 50 United States are $1.00 per page.  For faxes outside the U.S., the cost is $4.00 for the 

first page and $1.00 per page thereafter.  Upon receipt of a fax for a customer, the customer will be 

advised of receipt, and will be expected to pick up his or her fax in a timely manner. 

 

Photocopying and printing from computers is available to library patrons.  Costs of copying and printing 

are 15 cents per page.  Color prints or photocopies are 30 cents per page.  Circulation or Information 

Desk/Adult Services staff will assist patrons with color copies.  

 

Scanning is available for the public, and will be done by Circulation and/or Information Desk staff.  The 

first five (5) pages are free; after that, the cost is 15 cents per page.  Charges may be subject to change.  

Patrons may call the Circulation Desk or Information Desk for current charges. 

 

 
Current effective April, 2015, and subject to internal administrative revision as needed.  Reviewed by the Board of 

Trustees on Monday, April 20, 2015. 

 

 

 

 

 

 

 

http://www.alphapark.org/

