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CIRCULATION POLICY 
 
Library Card Application 
Every Berwyn resident is encouraged to obtain a current Reaching Across Illinois Library System (RAILS) 

card. For applicants who are minors and who cannot present a high school ID, a parent or legal 
guardian must be present to accept responsibility for the minor’s account.  
 
Applicant must verify identity and residency by choosing one option from each column below: 
 

Column 1:  Verify Identification Column 2:  Verify Residency 

A) Present government issued photo ID 

 Must show responsible party’s 
name 

 May be either State or Federal 
 
B) Present high school issued photo ID 

 Must show responsible party’s 
name 

 Must be valid for the current 
school year 

A)  Show one: 

 Current lease or mortgage statement 

 Utility bill, revolving account, or bank 
statement  issued within past 30 days 

 Official first class mail postmarked within 
past 30 days – Items marked “Or Current 
Resident” are not acceptable 

 Current car registration or auto insurance 
 
B)  Have card mailed to residence 

 Initial restrictions apply and are outlined 
below 

 
Verification of Residency by Mail 
The responsible party may choose to verify their residency by having the library card mailed to 
their residence.  Library cards will not be mailed to a Post Office Box. At the patron’s request, 
library notices may be received at a PO Box but the patron’s physical address must remain on 
file. 
 
If at any time a library card or notice is returned to the library through the post office, the 
patron’s account may be blocked and the patron may be asked to provide proof of residency 
using one of the documents from Column 2, option A above before the card may be used again. 
 
Updating Card 
To replace a lost card or renew an expired card, patrons must clear their account of any fines in 
excess of $10.00 before a new card can be issued. 
 
For renewal, change of name, or change of card status (Juvenile to Adult) the responsible party 
must present the old card and verify their identity. If the patron cannot present the old card 
then they must re-verify residency (Column 2).  
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For address changes within Berwyn, the responsible party must show identification that verifies 
their new residency (Column 2). 
 
In the event of a lost or stolen library card, the original card becomes permanently invalid, and 
a replacement card will be issued.  
 
School Card 
Schools located in Berwyn are eligible for one school library card per building. Teachers can use 
this card to check out or request materials for classroom use. The card will be valid for one 
school year and must be renewed annually. Each participating school is financially responsible 
for the materials checked out on their account.  
 
The school loan period for Berwyn Public Library print materials is three weeks. If this period is 
not long enough, the school can contact the Youth Services Department to discuss an extended 
loan period. Interlibrary loan requests are accepted and loan periods are governed by the 
Berwyn Public Library’s policies.  
 
Small Business Card 
Businesses located in Berwyn are eligible for one free library card per business. The card will be 
valid for one year and must be renewed annually. The business applicant must verify Berwyn 
business ownership by showing either their FEIN certification or a City of Berwyn business 
license.  
 
By filling out an application the business owner acknowledges that they are financially 
responsible for all transactions charged to the card including, but not limited to, charges for 
overdue, lost, or damaged materials.  
 
Business library cards are valid only at the Berwyn Public Library.  
 
Checkouts and Renewals  
Berwyn Public Library patrons must have a valid library card to check out and renew materials; 
patrons may not check out materials if they have fines in excess of $10.00. Items that are on 
reserve for a patron must be checked out on the card with which the hold was placed.  
 
Reciprocal borrowers are restricted to the same conditions as Berwyn residents unless their 
home libraries impose more stringent restrictions. In this case the home library’s limits are 
enforced. 
 
Materials checked out at the Berwyn Public Library are subject to the following loan periods: 
 

1 WEEK  2 WEEKS  3 WEEKS  

DVD’S TV SERIES  BOOKS  
ELECTRONIC EQUIPMENT   AUDIO BOOKS  
PERIODICALS  STEM KITS 
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After the initial loan period, materials may be renewed automatically up to two times unless 
they have been requested by another patron. If another patron has requested the item, it 
cannot be renewed and must be returned by the due date. 
 
Renewals on materials are made automatically two days before the item is due: these items are 
renewed up to two times if no other patron has requested them. 
 
Interlibrary Loans & Holds  
Interlibrary loans are transactions in which library materials are obtained from other libraries 
for checkout at the Berwyn Public Library. The following guidelines govern interlibrary loan 
services: 
 
The Berwyn Public Library will perform interlibrary loan transactions for materials within our 
library system (SWAN) at no charge. A list of libraries within our system is available at 
https://swanlibs.ent.sirsi.net/client/en_US/default. 
 
Interlibrary loan materials checked out at the Berwyn Public Library will circulate for three 
weeks, which may be more or less than the time normally allowed by the loaning library.  
 
A patron may have up to forty active reserves at any one time. Staff at the Berwyn Public 
Library may at their discretion limit the number of requests a patron may make at one time. 
 
Items not available within our system will be ordered through ILLINET or OCLC for Berwyn 
residents only. Non-residents should contact their home library for requests from non-SWAN 
libraries.  
 
All interlibrary loans requested through ILLINET and OCLC must be returned to the Berwyn 
Public Library. ILLINET and OCLC materials cannot be renewed.  
 
Materials requested from libraries outside of Illinois may incur a fee.  
 
Once an interlibrary loan item reaches billing stage (after an overdue period of six weeks), the 
owning library cannot accept the item back and the user’s home library will be responsible for 
all costs. These costs may be billed to the borrowing patron at the discretion of the Head of 
Circulation. Replacement materials cannot be accepted for interlibrary loan losses.  
 
Materials Drop Box (Book Return) 
The Berwyn Public Library provides an outside book and audio visual return for the convenience 
of patrons. The following rules apply to the usage of the book return: 
 

 Fines will be assessed for late materials placed in the book return. 

 Items placed in the book return on a day the Library is closed (e.g. Sunday, Holiday) will 
be checked in using the previous day’s date.  No fines will be charged for days the library 
is closed. 
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 Patrons are responsible for any materials deposited in the book return until such 
materials are checked in at the Circulation Desk. 

 
Overdue Materials 
Overdue notices are mailed or e-mailed directly to the library card holder or Legal Guardian. 
The Berwyn Public Library assumes no responsibility for receipt of overdue notices.  
 
Overdue notices will be sent according to the following schedule: 

 First overdue notice will be mailed or e-mailed one week after the due date. 

 Second overdue notice will be mailed or e-mailed two weeks after the due date. 

 A billing notice will be mailed six weeks after the due date.  Billing notices will be mailed 
to the patron’s home address. 

 
Once a billing notice has been sent to a patron, the bill will be turned over to a collection 
agency and the patron (or the parent/guardian who is responsible for the card if the patron is a 
minor) is then responsible for the current market value of the items as well as a collection 
agency fee. The following criteria are used to determine when a bill will be turned over to a 
collection agency: 

 Patron has been sent three overdue notices for the same item. 
OR  

 Overdue materials have a current market replacement value of $100.00 or more. 
 
After an item is overdue for one year, the item is considered lost, and the patron is responsible 
for the total cost of the item. If the patron is able to produce the lost item in good condition, 
the library may accept the item at the discretion of the Head of Circulation. If the library 
accepts the lost item in lieu of payment, a $6.30 service fee may be assessed.  
 
If an item is still charged to a patron’s account, cannot be located in the library, and is no longer 
in the patron’s possession, the patron may exercise the “claims returned” option. The claims 
returned option is limited to four claims returned per patron account. No item is eligible for a 
claims returned until the patron has received a billing notice. At this point, the patron can pay 
for the item, replace the item, or, after approval from the Head of Circulation, claim the item 
returned.  Once an item is claimed returned, the claim will remain permanently on the patron’s 
record, even if the item is returned at a later date.  
 
Overdue Fines and Other Fees 
All library materials checked out at the Berwyn Public Library will incur a fine of $0.15 a day per 
item, not to exceed $6.30 per item unless otherwise indicated in this policy. 
 
All library materials checked out on a valid library card are the responsibility of the cardholder 
(or the parent/guardian responsible for the card if the patron is a minor) until the library card is 
reported lost or stolen. If materials that are currently on the patron’s record are lost or 
damaged beyond repair, the cardholder is required to pay the cost of replacing the item. 



5 

 

Alternatively, the patron may provide a new replacement copy of the item. Acceptance of 
replacement items in lieu of payment is at the discretion of the Head of Circulation.  
 
The following is a list of the charges that may be applied to a patron’s library card if checked out 
items are returned damaged or missing parts. All damages are assessed by library staff on a 
case by case basis. 
 

Activity (damaged or missing) Charge (per item) 

Barcode Label $5.00 

DVD/CD Case $2.00 

Audio Recordings Case $5.00 

CD from Book on CD set $8.00 

Electronic Equipment Current Market Value 

DVD/CD Insert $2.00 

Booklet $2.00 

 
Method of Payment 
Payment by cash, check, or debit/credit card is accepted at the service desk. Payment by major 
credit card may also be made online using the patron’s library account. An additional $25.00 
fee will be billed to a patron’s account for each check returned marked “insufficient funds.” To 
check eligibility and restrictions please refer to the complete Credit/Debit Card Usage Policy. 
 
Special Collections  
The Berwyn Public Library maintains a collection of electronic equipment & STEM kits that can 
be borrowed by Berwyn residents.  
 
At check-in and check-out, library staff will confirm the condition of the equipment and verify 
that all parts are accounted for. If any components of the equipment are missing upon check-in, 
staff reserves the right to refuse acceptance of the equipment until all parts are returned. This 
refusal does not waive any late fees. Electronic equipment and STEM kits may not be returned 
in any book drop.  
 

 The following guidelines will apply to Wi-Fi Hotspots  
1. Wi-Fi Hotspots may be checked out by any Berwyn Public Library card holder 18 

years of age or older. The borrower must sign a Hotspot agreement prior to 
check-out.  

2. The user is responsible for the cost of repair or replacement of the item and all 
parts if it is returned damaged or the item is lost.  

3. Wi-Fi Hotspots will circulate for two weeks, with no renewals and a $2.00 per 
day fine will be assessed if the item is not returned on time.  

4. If a Wi-Fi Hotspot is kept overdue more than 10 days, service to the unit will be 
shut off and the user will be billed for the item. If the patron returns the item 
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before a replacement is received, the Library will accept the return and bill the 
patron the maximum overdue fine.  

5. Wi-Fi Hotspots must be returned to a staff member at the Circulation Desk. They 
may not be returned to any book return.  

6. The Berwyn Public Library does not filter or monitor and has no control over the 
information accessed through the internet and cannot be held responsible for its 
content. The library is not responsible for personal information that is shared 
over the internet.  

7. Hotspot users are expected to comply with the Patron Responsibility guidelines 
set forth in the Berwyn Library’s Computer and Internet Access Policy.  
 

 The Following Guidelines will apply to STEM (SCIENCE – TECHNOLOGY – ENGINEERING – 

MATHEMATICS) Kits  
1. STEM kits may be checked out at the Berwyn Public Library by any SWAN 

member library card holder.   
2. STEM kits will circulate for three weeks, with no renewals and a $2.00 per day 

fine will be assessed if the item is not returned on time. 
3. Patrons may have up to three STEM kits checked out on their library card.  
4. STEM kits have a prescribed age range: adult supervision is required.  
5. The user is responsible for the replacement cost of the item and all parts if it is 

returned damaged, missing pieces, or the item is lost. 
6. STEM kits must be returned to the Circulation desk of the Berwyn Public Library. 

They may not be returned in any book return.  
 
Homebound Service  
Homebound Service is the delivery of library materials to the homes of qualifying Berwyn Public 
Library patrons who cannot access the physical library space due to temporary or permanent 
disabilities. Outreach Services manages all aspects of Homebound Service including 
communication, materials selection, circulation, record keeping, and delivery. To check 
eligibility and restrictions please refer to the complete Homebound Services Policy. 
 
The Berwyn Public Library adheres to all guidelines set forth in the RAILS Revised Resource 
Sharing Policy and the SWAN Circulation Policy. 
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