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University of West Alabama

Julia Tutwiler Library

Circulation Policy



UNDERGRADUATE AND GRADUATE UNIVERSITY STUDENTS

· Items from the Main Library checked out for thirty days to undergraduate and graduate students.  Items from the Curriculum Lab maybe checked for a period of 7-14 days. When checking out material, students must present a valid UWA ID. 

· Items may be renewed once online and twice during the course of any semester. 

· An overdue fine of 25 cents per day will be charged on late books.  The maximum fine will be $10 per book.  When students have reached a $5.00 total fine their student records will be tagged until they pay the entire fine.

Lost/Damaged Material

· If a student loses an item, the student will be given the option to replace the item independently with an item in similar or better quality or have the library locate and obtain a replacement.

· Students opting to replace the item independently will be assessed a $5.00 processing fee. The student will also be responsible for any outstanding overdue fees. 

· Students opting for the library to locate a replacement copy will have the replacement cost determined by the Acquisitions Associate. The cost shall include the price of the item, plus all shipping costs and any applicable taxes. The student will also be charged a $5.00 processing fee, and will be responsible for any outstanding overdue fees.

· If a student loses an item that is no longer available and opts to have the library locate a replacement, the replacement cost is $55.00 plus a $5.00 processing fee, for a total of $60.00. The student will also be responsible for any outstanding overdue fees.

· Items that are returned damaged beyond repair will be subject to the same terms as lost items.

UNIVERSITY FACULTY 

· University faculty may check out an unlimited amount of materials, due at the end of the current semester.  If the staff member completing the check-out is not familiar with the faculty member, the faculty member may be asked to present a valid picture I.D.  Materials may be renewed twice.  After the materials have been renewed twice, they must be returned to the library.  However, if a UWA student requests the material(s), the faculty/staff member must return it within a period of three weeks.

· Periodicals, reference, and indexes are generally used within the confines of the library; however, they may be checked out for a limited time by faculty.

UNIVERSITY STAFF

· University staff may check out an unlimited amount of materials for thirty days.  If the library staff member completing the check-out is not familiar with the university staff member, the university staff member may be asked to present a valid picture I.D. Materials may be renewed three times.  After the materials have been renewed three times, they must be returned to the library. If a UWA student requests the material(s), the faculty/staff member must return it within a period of three weeks.

LOCAL PATRONS


See Local Patron Policy.

· Local patrons may check out two items for two-weeks.  The material that the local patron checks out may be renewed two times.  The local patron must present a valid Julia Tutwiler Library Card and photo identification. 

· If they do not possess a card, they may apply for one at the Circulation Desk.  If a patron applies for a library card, they may not check out books until their card has been approved.

RESERVE BOOKS

· The instructor determines the reserve material circulation time.

Types of Reserve Check-Out

LIBRARY USE ONLY 
Materials must be used in the library and are not permitted to leave the building under any circumstances. 

ONE, TWO, THREE DAY, ONE WEEK etc.
Materials may be checked out for a designated period of time and must be returned before closing time on the due date.

· The overdue fine for any reserve material is $1.00 per day.

· Reserve material, when checked out for use outside the library, is stamped with the appropriate due date.

RECORDINGS, A/V MATERIALS

· Vinyl recordings, CDs, and other audiovisual materials may be checked out for the allotted period of time by faculty, staff, or students.  The check out cards for the vinyl records are located in the "Recordings" drawer located to the right of the circulation file.  Patrons must print their name and barcode number on the card.  The card is then placed in the circulation file located to the left of the Recording card drawer.  The record's check out card should be re-filed in the "Recordings" drawer when the record is returned. CDs and other audiovisual materials are in the Voyager system and should be checked out using the appropriate Voyager procedure. 
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