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Circulation Policies 

I. Library Hours   
a. The Library is open the following hours every week, except holidays:  

i. Mondays, Fridays, and Saturday – 9am to 5pm   
ii. Tuesdays, Wednesdays, and Thursdays – 9am to 7:30pm  
iii. Sundays – Closed   

b. Library hours are posted at the entrance 
c. Library closings will be communicated to the public via signs at the entrance and in 

high traffic areas of the library as well as on the website and through social media 
accounts  
 

II. Library Patrons   
a. Any person coming into the Library may use the collection within the building free  of 

charge   
b. Persons wishing to borrow materials for home use are required to register for a library 

card. All items checked out to that card are the responsibility of the person or the 
parent/legal guardian listed on the account 

c. Registration is free to any legal resident of Clinton, Essex, or Franklin counties; and  to 
all property owners within the system area 

d. Plattsburgh Public Library also registers students attending SUNY  Plattsburgh or 
Clinton Community College and temporary housing residents with full 
borrowing privileges for limited periods of time 

e. All other persons who are not legal residents of Clinton, Essex, or Franklin counties 
may register in person to borrow materials from the Library upon payment of a $10.00 
non-refundable annual fee. Non-residents may include persons whose planned stay in 
the area is three months or less. Canadians living in Quebec Province are also required 
to pay the non-resident deposit. One non-resident library card will be issued for 
family/personal use 
 

III. Registration for Library Cards   
a. Library cards permitting full use of the resources of the Library are issued as 

follows:   
i. Adult library cards are issued to persons 18 years of age and over, 

not  classified as a college student, after filling out an adult(18+) 
application,  providing valid photo ID, and proof of residence if not listed on 
ID   

1. Valid ID must be current, have a photo, and patron’s name. 
Examples may include:   

a. Driver’s License   
b. Passport   
c. Learner’s permit   
d. State ID  

2. Proof of residency may be any of the following 
items:   

a. Rent receipt   
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b. Lease   
c. Electric bill   
d. Phone bill   

3. These library cards require renewal every three years 
ii. Juvenile/Young Adult library cards are issued to children and teenagers  under 

the age of 18 after filling out a youth(0-17) application  
1. A parent or legal guardian’s signature is required for registration 

for any patron under the age of 18 
2. The children or teenagers must be present for a parent or legal 

guardian to apply for a library card in their name 
3. Verification of address will be done through the parent or legal 

guardian’s registration in Horizon, or with photo ID and proof of 
address   

4. The parent or legal guardian’s name will be listed on the account until 
the patron reaches the age  of 18   

5. These library cards require renewal every three years 
iii. College student library cards are issued to students after filling out a temporary 

application, presenting a College ID card or Driver's license with permanent 
address 

1. These library cards expire at the end of every semester and can be 
renewed 

2. A permanent address will be listed on the account in case contact needs 
to be made after the end of a semester   

iv. Temporary housing resident library cards are issued after filling out 
a temporary application, providing ID, and proof of residency   

1. These library cards expire after three months and can be renewed   
2. A secondary address will be required in case of contact after 

patron moves from temporary housing   
v. Non-resident library cards are issued after filling out a temporary application, 

providing ID, proof of permanent address and paying the $10.00 non-resident 
card fee 

1. These library cards expire after one year and can be renewed for 
an additional year with payment of the non-resident $10.00 fee 

 
IV. Circulation of Library Materials    

a. Plattsburgh Public Library makes a wide variety of materials available to their patrons 
and patrons of the libraries in the Clinton Essex Franklins Library system 

i. New adult fiction books, new fiction DVDs, and some of the 
museum/historic site passes (passes) circulate to only Plattsburgh Public 
Library patrons 

b. Amount of time library material may be borrowed is determined by type, age and 
intended use of item 

i. Borrowing periods include: 
1. 3 days 
2. 7 days 
3. 14 days 
4. 28 days 
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ii. The length of check out for each item will be noted on the item unless the 
borrowing period is 28 days 

iii. Specific items and collections are designated as non-circulating and are to be 
used in the library 

1. Current non-circulating items & collections include:  
a. Newspapers 
b. Current issue of magazines 
c. Current Consumer Reports buying guides 
d. Reference collection 
e. Local history & genealogy collection 
f. Microfilm 

c. Limits on number of items borrowed may vary 
i. Books: unlimited   
ii. Audiobooks: unlimited   
iii. DVD and Blu-Ray: 10 per card   
iv. Passes: one at a time 
v. Puzzles & Games: unlimited 

d. Patrons are allowed to renew items prior to the due date one time as long as there are 
no requests for the items. Any additional renewal can be obtain by contacting the 
library but will depend upon when the item was checked out, owning library within 
the Clinton Essex Franklin Library system, age of the item and any active requests for 
that item. Passes are not renewable 

e. A request (or hold) may be placed on circulating items. Requests are filled on a first-
in-first-out basis. A patron may have up to ten requests at one time. Passes may not 
have holds placed on them.  

f. Overdue/lost item notices are a courtesy of the library and are sent regularly at the 
library’s discretion. Failure to receive an overdue notice does not relieve the patron of 
the responsibility of keeping track of library materials checked out to their account 
 

V. Fines & Fees 
a. There will be no late fines for any Plattsburgh library materials except for 

museum/historic site passes 
i. Late fines are $4.00 a day 

b. Fees 
i. Lost or damaged materials replacement fees are as follows: 

1. Adult fiction $20.00   
2. Adult non-fiction $25.00   
3. Adult mass market paperback $10.00  
4. Adult audiobook: $35.00 
5. Young adult fiction $20.00 
6. Young adult non-fiction: $25.00 
7. Young adult graphic novels $5.00 
8. Juvenile fiction $15.00   
9. Juvenile non-fiction $15.00   
10. Juvenile paperback $5.00   
11. Juvenile audiobook: $15.00 
12. DVD/Blu-ray: $20.00 
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13. Multimedia kits, puzzles, games, e-readers, and other materials 
designated as objects if lost will be determined by the price paid for 
the item and at the Director’s discretion 

14. Patrons will be asked to pay the cost of a museum/historic site pass if 
lost 

15. A $3.00 processing fee will be added to the cost of replacing to items 
lost or damaged (processing fee = cost of barcode, materials, and time 
to get the book ready for the shelf and added to database)   

16. If the item paid for is later found, it belongs to the patron  
ii. Loss of Library card 

1. Patrons are responsible for contacting the library when a card has been 
lost to suspend the use of that specific card in accessing library 
materials 

2. A replacement card can be obtained with a fee of $1.00 
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