PROCEDURE:  LIBRARY CARDS
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Customers are expected to have their library cards to check out. 

 

If customers come in without library cards, they can show their driver’s licenses. Customers should be reminded that the library strongly prefers having library cards to check out. CCLS staff will no longer need to write notes on customers’ accounts when there are checkouts without library cards. 

 

If customers have no identification and employees do not know the individuals, employees should not check out materials to the customers. This is for the customers’ protections as well as the library’s protection. 

 

If customers have no identification but employees know the individuals, employees can check out materials to the customers, at staff discretion. Customers should be told that other staff may require library cards for checkout.

 

If an individual appears to be “abusing the system”, let the Circulation Manager or Director know so a letter can be sent, informing the customer that no more checkouts will be allowed without a library card.

 

