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Library Information
Library Name (required)
Lending Policy Phone
A generic phone number, such as a Circulation Desk number, is preferred
Library Email
A generic email such as circulation@library.org is preferred
[bookmark: _GoBack]Notes: Element is not applicable, mark it “N/A” unless it is labelled with an asterisk*
Obtaining a TexShare Card*
Information about how your library patrons can obtain a TexShare Card to use at another library. For example, where do they apply? Is other identification required, such as a photo ID? Are there restrictions of who can obtain a TexShare Card?
Example: Patrons at the Somewhere Public Library may request a TexShare Card at the circulation desk during normal business hours. Patrons under 18 must be accompanied by a parent or guardian. Patrons must have had an active borrowing record at Somewhere Public Library for at least six months and have no overdue items, fines, or fees on their account.
Using a TexShare Card*
Information about how visiting TexShare Card holders from other libraries may apply to check out materials from your library, and what ID or materials they may need to present.
Example: TexShare Card holders may apply for a free Somewhere Public Library card at the circulation desk during normal business hours. Patrons under 18 must be accompanied by a parent or guardian. Patrons must present a Texas drivers license or photo ID and proof of their current address.
Hours of Operation
Hours that your library is open to patrons. You may include a website URL. Do hours change during holiday and intersession periods?
Example: Somewhere Public Library is open Monday through Thursday 10 a.m. to 6 p.m., Fridays and Saturdays 10 a.m. to 7 p.m. We are closed on Sunday. Hours may vary due to holidays and staff training; please check www.somewhere.gov/library/hours for current hours.
Loan Policies*
Circulation policies for visiting TexShare Card holders.
Example: TexShare Card patrons are allowed a maximum of 5 checked out items at any one time. The checkout period for books is two weeks. DVDs and CDs have a checkout period of one week. Materials cannot be checked out if there are any overdue materials, fines, or fees on the account.
Restrictions and Limitations
Any limitations on borrowing or services for visiting TexShare Card users, such as age restrictions. Materials that are not available for borrowing should be listed in the Non-Circulating items section, below.
Example: TexShare Card patrons are not ably to use library electronic resources remotely. Use is permitted only from a library guest computer.
Renewals
Instructions for renewing materials checked out by visiting TexShare Card users. For example, renewal in person only, by phone, by e-mail, self-service through your online catalog or library information system.
Example: TexShare Card users may renew items unless they have been recalled by another patron. Renewals will not be allowed within ten days of the TexShare Card expiration date. Items can be renewed online through the patron’s account in the library online catalog at https://catalog.somewhere.gov or by calling the circulation desk at (000) 000-0000.
Returns
Indicate how materials may be returned. If items can be returned by mail, list the address. For example, to the same desk as checked out; to other designated returns; to remote or 24-hour returns; by mail; etc. Are there categories of materials which have special restrictions on methods of return?
Example: Items may be returned to the library outside book drop, circulation desk, or by first-class mail to:
Somewhere Public Library
100 Nowhere Road
Somewhere, TX 00000
Damaged items must be returned to the circulation desk.
Recalls
Explain under what circumstances might an item be recalled by the library. For example, how do you notify a borrower that an item has been recalled? Does the due date or fine rate change upon recall?
Example: Any patron may place a hold on a checked out item. Items on hold may not be renewed, and items that have been checked out for more than 14 days will be recalled by the library. Recall notices are provided by email, if the patron has a valid email address on file, and by first-class mail. Patrons will be given five days from the notice to return the recalled item. Fines for items not returned by the new due date will be charged and patrons will not be allowed to checkout or renew additional items until the item has been returned and all fees have been paid.
Non-circulating Items: 
What items are not available to be checked out by visiting TexShare Card holders. If your institution has multiple libraries or branches, list any that do not circulate items or do not participate in the TexShare Card Program.
Reference books, including items from the local history and genealogy room, do not circulate. 
Overdue Reminders
How do you contact visiting TexShare Card holders about overdue items? For example, overdue notice sent by mail, e-mail notice, no reminder, etc.
Example: Overdue notices are provided by email, if the patron has a valid email address on file, and by first-class mail. A second notice will be sent when the item is fourteen days overdue. Overdue accounts are turned over to a collection agency after 42 (forty-two) days.
Fines and Fees*
Fine rates and fees charged to TexShare students, faculty and staff at your library for late and/or damaged materials.
Example: Fines for overdue materials are charged at $0.25 per day, up to a maximum of $10. An additional $10 collection fee will be charged after 42 (forty-two) days. 
Lost Items*
Policy for dealing with lost or damaged items.
Example: Lost items must be reported immediately to the circulation desk to stop any overdue charges. Damaged items must be returned to the circulation desk for assessment. If in the library’s sole opinion the item is damaged beyond repair, it will be marked as lost and the patron has the option to keep the damaged copy. Lost items and items damaged beyond repair are charged the list price for a replacement copy plus a $10 processing fee. If a new copy is not available, the patron will be charged $25 plus a $10 processing fee. Damaged items that can be repaired will be charged a $5 processing fee.
Billing Information*
How can visiting TexShare Card holders pay fines or fees? What are your policies for dealing with a failure to pay?
Example: Fines and fees can be paid at the circulation desk during normal operating hours by cash, credit, or debit card. Fees may also be paid by credit or debit card online through the patron’s account in the library online catalog at https://catalog.somewhere.gov or by calling the circulation desk at (000) 000-0000.
Additional information on circulation policies and procedures
Any other information TexShare Card users or requesters might need to know.
Example: See our website at www.somewhere.gov/library/ for a full list of library programs, operating hours, and contact information.
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