
Circulation Policy 
 

Philosophy and general principles 

The Library Board, in its Circulation Policy, attempts to balance the library’s purpose of 

supplying information with the need to monitor and retrieve library materials.  The Board seeks 

to put as few restrictions on the flow of information as possible while protecting the 

community’s access to library resources. 

 

Library service will be available without discrimination to individuals and groups of every     

race, religion (creed), gender, gender expression, age, national origin (ancestry), disability, 

marital status, sexual orientation, or military status.          

 

The Library Bill of Rights, Freedom to View and Freedom to Read documents (included) shall 

govern the circulation as well as the selection of library materials.  

 

The library charges fines and fees to encourage compliance with procedures which promote fair 

and equal access to limited resources for all patrons.  Patrons may be notified of overdue 

materials, outstanding fines/fees or damaged materials they have returned, by telephone, email 

notices, printed notices, and/or other means. Fines and fees apply whether or not the notification 

is received. 

           

 

Confidentiality  

The Board of Trustees of the Robert W. Barlow Memorial Library respects the privacy of users 

and recognizes its responsibility to protect their privacy in accordance with the Code of Iowa and 

the American Library Association’s statement of professional ethics.  Confidentiality of library 

records is central to intellectual freedom and directly related to the ability of citizens to use 

library materials and pursue information without fear of intimidation.  The purpose of this policy 

is to explain how the Robert W. Barlow Library will respond to requests for information about 

library users. 

 

The Robert W. Barlow Memorial Library Board of Trustees recognizes that library circulation 

records and other records identifying specific users are confidential in nature as covered in Iowa 

Code Section 22.7, which states that the records of a library shall be kept confidential when by 

themselves or examined with other public records, would reveal the identity of the library patron 

checking out or requesting an item or information.  No individual except authorized library staff 

shall have access to circulation or patron records other than his or her own without the  

cardholder’s consent. 

 

The Robert W. Barlow Memorial Library will ensure the confidentiality of a patron’s library 

record, account, and Library presence by securing and limiting access to these same records and 

back-up records to only approved staff members. 

 

The Library will release information to the parent or guardian of a minor child for the purpose of 

recovering overdue materials and settling accounts for lost, late or damaged material, and for 

other matters related to the recovery of material or charges incurred by minor children for which 



a parent or guardian may be considered liable.  However, information will not be provided to the 

parent of guardian who is merely attempting to determine what library materials a minor child is 

using. 

 

Confidentiality extends to information sought or received and materials consulted, borrowed, or 

acquired, and includes Internet and electronic resource search records; reference interviews and 

transactions, circulation records, interlibrary loan records, and other personally identifiable uses 

of library materials, equipment, or services. 

 

The Library cannot guarantee the confidentiality of information sought or received, or materials 

consulted or borrowed, from third party digital services to which we provide service. 

 

The Library Director or the Director’s designee, as the lawful custodian of library records, is 

authorized to release records that are otherwise confidential “ ..upon a judicial determination that 

a rational connection exists between the requested release of information and a legitimate end 

and that the need for the information is cogent and compelling” (Iowa Code 22.7).  The Library 

Director or the Director’s designee will seek legal counsel from the City of Iowa Falls attorney in 

the event of such request for release of library records, and will respond to the request according 

to advice of counsel. 

 
This policy was adapted from the Carnegie-Stout Public Library’s (Dubuque, IA) policy on confidentiality. 

          

 

BEACON   

The Barlow Library is a member of Beacon, a consortium that provides a shared automation 

system for public libraries (and some school libraries) in North Central Iowa. Patrons who have a 

valid Barlow Library card may check out materials from any Beacon library using their Barlow 

library card.  Consequently any card holder from a Beacon library can check out materials from 

the Barlow Library using their home library card.  Rules of other libraries may vary slightly from 

the Barlow Library.  Check out of materials from the Barlow Library must follow our circulation 

rules. (see Beacon brochure for current libraries—in Policy Manual—Supporting Documents) 

 
 

Cards and Registration 

 Residents of Iowa Falls and surrounding area are eligible to obtain a borrower’s card free of 

charge.  Anyone applying for a library card must apply in person.   A picture ID is required with 

current address or a second piece of ID will be required to show current address.  Additional ID’s 

can be a utility bill, voter’s registration, state ID, or a piece of mail with current name and 

address, or post office change-of-address form.  There is no fee for the issuance of the first 

Barlow Library card.   

 

Ellsworth Community College Students may obtain a library card with an ECC picture ID card 

while providing their on campus address (dorm).  If the ECC student lives off campus, they must 

provide an ECC picture ID or driver’s license with Additional ID (see above) providing their 

current off campus address. 

 



Library cards will be issued to anyone who can present verification of their address and who are 

at least age 6 years old (with parent/guardian).  A child who wants a library card and is age 6-17 

will need to be present with a parent or guardian who will need to verify current address (see 

above). 

 

Children ages 6-17 will need to fill out a registration form.  Form included, see Supporting 

Documents in Policy Manual. If the responsible parent/guardian residing in the child(ren)’s 

household is a registered library patron s/he must have a record that does not exceed $5.00 in 

fees, fines, or overdue materials.  Card can be issued to child but cannot check out until fines are 

paid off.  

 

Registered borrowers must present their library card to check out materials.  If a patron 

cannot provide his/her library card, the patron will be asked to show a picture ID and to 

verify personal information from the patron record. The patron will be reminded to bring 

their card on their next visit. 
 

If a library card is lost there will be a $2.00 re-issue fee.  A worn-out card that is unable to be 

scanned will be replaced at no charge to the patron.  Address verification will be required 

when renewing an expired card.  Cardholders are responsible for their cards and should 

report a lost card to the library as soon as possible.  The library account will be 

“restricted” until a new card is issued. 

 

Library cards are renewed annually in order to keep accurate records.  The number of library 

borrowers added will be included in the library’s monthly statistical report to the library board. 

          

Open Access 

Patrons of other Iowa libraries may borrow materials from the Barlow Library.  A library card 

may be issued free of charge to an individual presenting a valid library card (up-to-date 

information with no fines) from any Iowa library that has been legally established under 

provisions of the Iowa Code and participates in the Open Access program.  If the patron is from 

a Beacon library see Section C. above. 

 

Circulation of Materials 

 Most books and other library materials except videos circulate for 30 days.  Videos are a two 

day checkout. Certain high demand materials such as new Fiction and Holiday books may be 

limited to a 14 day checkout. 

 

All books and materials may be renewed for one additional checkout period unless the item has 

been reserved by another library patron, in which case no renewals are allowed.  Library 

materials may be renewed in person, via telephone, or online through the library’s website. 

 

There is no limit to the total number of items which may be checked out by a single patron as 

long as the patron is in good standing, including overdues and all other fines.  (See overdue 

policy) Video materials are limited to 3 items total.   

 

A reserve request on a book title may be made in person, via telephone or online through the 



library’s website.  Once a reserve title has come in or has been located, the patron requesting the 

title will be notified by phone call that their title is available.  The patron will also be notified 

that the title will be held on the reserve shelf in their name for 10 days, with an exact end date 

given to the patron.  If the patron has not come in two days after the first call, the patron will be 

notified again by phone call that the title will be held in their name for one more week, again 

with an exact end date.  If the patron does not come in to pick up the reserved book at the ten day 

mark, the next person in line will be called or if there are no other patrons requesting the 

reserved book, the book will be returned to the shelf.  DVD titles may not be reserved. 

 

Patrons may not use a library card other than their own unless it is another family 

member’s, with permission being granted first.   

 

Exceptions – The Director of the Robert W. Barlow Memorial Library upon application and 

demonstration of sufficient cause may grant exceptions to the Circulation of Materials Policy. 
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