JOSEPHINE CASTAÑEDA LIBRARY
Circulation Policy

	Checking Out Materials

	All materials are checked out at the circulation desk on the computer.

	· BOOKS: 
Parents of students in EE, PK and Kinder are allowed to check out a maximum of 2 books at a time for a period of one week.

Students in 1st grade are allowed to check out one book during their scheduled library class. They are allowed to borrow one more book after school if accompanied by a parent / guardian.
Students in 2ndgrade are allowed to check out a maximum of two books at a time for a period of one week. 
Students in 3rd, 4th & 5th grades are allowed to check out a maximum of three books at a time for a period of one week

Materials may be renewed unless requested by another person, or if the patron has overdue books or outstanding fines. 
· REFERENCE MATERIAL:  All reference materials are restricted for library use.
· PERIODICALS: Periodicals are for use in the library only unless arrangements are made with the librarian.

	All patrons are responsible for any books or magazines checked out in their names. 

If they have overdue books out, they may not check out another book until the overdue book is turned in. 

We do not charge late fees for overdue books, but students must pay for lost or damaged books. If a book is paid for and later found and returned in good condition within 30 days, the money will be refunded. 

	Returning Materials

	Materials may be returned by placing them on top of the circulation counter. 


