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Library Cards 

Sachse Public Library Circulation Policy

• Sachse Public Library (“Library”) patrons must present a valid Library Card or photo ID 

to check out materials. (acceptable forms of ID include a current driver's license, state 

identification, or other photo identification, including a student identification card) 

 

• To apply for a Library Card: 

 

o Persons 16 years of age and older must present a valid photo I.D. (current driver’s 

license, state identification card, or student identification card) and proof of current 

Texas address (current driver's license, state identification card, or utility bill). 

 

o Minors (persons under 16 years of age) must be accompanied by a parent or 

guardian. The parent or guardian shall present proper identification, and is 

responsible for any fees incurred by the minor. 

 

• Each patron shall use his or her Library Card when checking out Library materials.  If the 

patron is not able to present their Library Card, they must provide a valid photo I.D. in order to 

check out library materials.   

 

• Each patron shall be responsible for materials checked out on his or her Library Card, 

including fines for late returns, lost items, and damaged items.   

 

• Library Cards expire annually so that patron information may be updated on an annual 

basis. Any fines and fees in excess of $5.00 must be paid prior to renewing the Library 

card. 

 

• Parents and/or legal guardians shall be responsible for supervising the materials viewed 

and selected by their minor children. The Library staff are not responsible for determining 

age-appropriate materials for children. 

 

• The Library assumes no responsibility for damage caused to a patron's audiovisual or 

computer equipment, or for personal injuries sustained due to the use of Library materials.   

 

• Violations of any of the foregoing regulations may result in the patron’s Library privileges 

being limited or revoked. 
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Borrowing Privileges 
 

 
• Renewals. All items may be renewed twice unless another patron has placed a hold on 

the item. Kits, board games, card games, and puzzles cannot be renewed. Renewals can be 

made by self-service checkout, by phone, or at the circulation desk during regular 

Library hours; and, through the Library’s online catalog that is available 24 hours a day. 

 

• Hold Requests. A hold may be placed on any item that is able to be checked out. Holds 

cannot be placed on newspapers, magazines, or reference materials. Hold requests can be 

made through the Library’s online catalog, by phone, or at the circulation desk during 

Library hours. Hold items shall be held on the hold shelf for 3 days. 

 

• Overdues. Effective October 1, 2019, the Sachse Public Library does not charge daily late 

fines for overdue items.  Patrons with overdue items will be blocked from checking out 

materials until all overdue items are checked in.  Patrons may still be charged overdue fines 

from the lending library for items borrowed through Interlibrary Loan, and patrons will be 

responsible for any overdue fines assessed by the lending library.   

 

• Suspension of Borrowing Privileges.  Patron accounts must not have any overdue items or 

have fines or fees greater than $5.00 to be in good standing. Borrowing privileges shall be 

suspended if a patron has any overdue items or fines or fees exceeding $5.00. If a minor’s 

card has any overdue items or has exceeded the fine limit, the parent or guardian associated 

with the minor’s account shall be responsible for returning the overdue items, as well as for 

any fines or fees, and shall be blocked from checking out or accessing computers. 

Borrowing privileges shall also be suspended for all family members until all accounts are 

in good standing. 

 

  

 

Item 
 

Loan Period 
 

Hold Limit 

 

Books and Audio 
 

21 days 
 

10 hold requests 

 

DVDs – limit 7 per card 
 

7 days 
 

3 hold requests 

 

e-Books & e-Audio 
 

21 days 
 

3 hold requests 

Board Games, Card Games, and 

Puzzles – limit 2 per card 

 

7 days 

 

1 hold request 

 

Kits – limit 1 per card 

 

21 days 
 

1 hold request 
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• Forgiveness of Library Fines and/or Fees.  The Library Manager or his/her designee 

shall have the authority to authorize the forgiveness of library fines and/or fees.  The 

forgiveness of library fines and/or fees may occur in conjunction with an organized event, 

such as a “Food for Fines” food drive event, or individually on a case-by-case basis at the 

discretion of the Library Manager or his/her designee.  
 

 

Lost and Damaged Items 
 

• Materials more than 30 days overdue shall be automatically marked lost. 

 

• Patrons with lost items or materials damaged beyond repair shall be charged the actual 

replacement cost plus a $5.00 processing fee.  If the lost item is found and returned to the 

Library by the patron, the replacement cost of the item and the processing fee will be 

waived.  However, the processing fee will not be waived if the Library has already 

purchased a replacement copy of the item. 
 

• Damaged items, not requiring a complete replacement, shall be charged a minimum of a 

$5.00 processing fee. An additional fee shall be charged if a case or container is damaged. 

   

• Lost and damaged individual components such as board or card game components, puzzle 

pieces, kit components, audio discs or DVDs from multi-part sets, shall be charged at the 

supplier’s replacement fee plus shipping cost, if available for purchase. The full 

replacement cost of the item, plus a $5.00 processing fee will be charged if individual 

components cannot be purchased. 

 

• In lieu of paying the replacement cost, patrons may choose to replace a lost or damaged 

item with an exact, new copy of same. The replacement item must be new and in the same 

format as the original (i.e., hardcover, Blu-ray, etc.). Patrons shall still be assessed a $5.00 

processing fee. 

 

• No refunds shall be offered once a replacement has been made, or if the item is returned after 

the patron has paid the replacement cost or processing fee.     

 

 

Digital Library Cards 
 

• Sachse Public Library offers a Digital Library Card that permits access to the Library’s 

collection of electronic resources.   

 

• Residents of Texas ages 16 and older may apply for a Digital Library Card through an online 

form provided on the Library website. The Digital Library Card will be issued by email to the 

email address included on the Digital Library Card application. 
 

• Digital Library Cards are valid for one year and may be renewed annually. 
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• The Digital Library Card can not be used to check out physical items from the Library’s 

collection, does not permit access to items through Interlibrary Loan, and can not be used to 

access the Library’s public computer stations. Digital Library Card holders may upgrade their 

Digital Library Card to a traditional Library Card in order to access these services. 

 

• Digital Library Cards are for use by patrons without a traditional Library Card. Patrons with a 

traditional Library Card from the Sachse Public Library will not be issued a Digital Library 

Card, as the traditional Library Card already provides access to the Library’s online resources. 

 

Texshare Cards 
 

• A TexShare card allows patrons to use public and academic libraries across Texas without 

a fee. These cards shall be issued at the circulation desk. Library patrons may apply for a 

TexShare card during regular hours of operation and must be 16 years of age or older. 

 

• Eligibility for TexShare Card Use. The patron must present a valid TexShare card and 

photo identification (a current driver's license with current address or other document 

with current address). 

 

• Borrowing from other TexShare Libraries. Patrons borrowing items from other 

participating TexShare libraries are responsible for adhering to all policies of the lending 

library. Any fines or fees incurred are the responsibility of the TexShare card user. Patrons 

owing fines greater than $5.00 to a TexShare library shall no longer be in good standing 

with the Sachse Public Library and all borrowing privileges shall be suspended.  

 

Copyright Laws 

All Library materials are subject to copyright laws. DVD’s are for home viewing only and cannot 

be duplicated. Copyright laws also protect most books, magazines, and other Library media. Do 

not copy, reproduce, rebroadcast, tamper with, or alter any copyrighted materials in any manner. 

 

Patron Confidentiality 

The Sachse Public Library is committed to the protection of all Library customers' rights to 

privacy in the use of Library resources and discloses customer information to the customer only. 

In regard to minors, information may also be disclosed to the registered parent/guardian listed on 

the account. 

 
Library records will only be disclosed under court order, subpoena, or warrant as outlined in the 

state statute, Texas Government Code, Section 552.124 and the surveillance provisions included 

in the USA PATRIOT ACT (Public Law 107-56). 
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Interlibrary Loan 

Interlibrary Loan is a service provided to obtain materials which are not available at the Sachse 

Public Library. Materials from the collections of other public, academic, and special libraries may 

be requested through Interlibrary Loan (ILL) through the Texas State Library and Archives 

Commission Network. 

 

Materials that are borrowed from other libraries through Interlibrary Loan (ILL) have specific 

loan and renewal periods and possible use restrictions. 

 

Requirements & Guidelines 

• Cardholder must be in good standing. (“Good standing” means no overdue items 

and no outstanding fines or fees over $5.00) 

• Neither the cardholder nor a family member linked to the account can have any 

overdue items or outstanding fines or fees over $5.00. 

• Books borrowed by a minor fall under the responsibility of the minor’s parent or 

legal guardian. 

• There is a limit of 3 open requests at one time per patron. 

• Requested items that are not picked up cannot be requested again for 3 months. 

• Failure to adhere to the ILL policy or to the lending library’s policy shall result in 

the patron being subjected to all fees outlined in the ILL policy and/or revoking 

of Interlibrary Loan privileges. 

 

Material Which May Be Borrowed 

• Patrons may request books, CDs, DVDs, audiobooks, or any item listed in the 

OCLC WorldCat database. 

• The lending library shall decide in each case whether or not a particular item will 

be provided and the loan conditions. 
 

Restricted Materials 

• Occasionally the material requested may be designated by the lending library as 

restricted. This means that the material must be viewed in the library and cannot 

be checked out. 

• When restricted materials are picked up from the circulation desk, the patron shall 

be asked to relinquish a state issued ID card. (driver’s license or state 

identification card) which shall be held until the material is returned to the circulation 

desk. 
 

ILL Requests 

• Requests can be made online through the Library’s website, by phone, or in 

person. 

• It typically takes 10 days to 2 weeks to receive materials from other libraries. 

• The requestor shall be contacted by phone or email when the material arrives. 

• The length of the loan is determined by the lending library, not the Sachse Public 

Library, and shall vary accordingly. The due date is noted on the attached ILL 

label. 

• Items shall be held and picked up at the circulation desk. 
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Returning Materials 

• Borrowed material should be returned by the designated due date. 

• Items may be returned to any of the Sachse Public Library book drops as long as 

the ILL label is still attached. 

• Borrowed material not picked up within 7 days shall be returned to the lending 

library. 

• Borrowed material is subject to recall by the lending library and immediate return 

is expected. 
 

Renewing ILL Materials 

• A patron should pick up ILL items when notified in order to maximize the loan 

period. The ILL loan period begins on the date the item is received by the 

borrowing library. 

• Renewal requests must be made by the borrower at least (3) business days prior to 

the due date to provide the lending library sufficient time to either approve or deny 

the request. 

• Please note many lending libraries do not allow renewals for ILL items. 

 

Fines and Fees 

• Sachse Public Library offers ILL services for free when items are picked up and 

returned on time and free of damage. 

• Patrons who request an item through ILL and fail to pick it up within 7 days of 

notification shall be assessed a fee of $5.00 for each unclaimed title. 

• Patrons who fail to return materials borrowed on their behalf will be charged a 

processing fee of $5.00, as well as any other fees requested by the lending 

library. 

• Patrons with lost items or materials damaged beyond repair shall be charged the actual 

replacement cost as well as a $5.00 processing fee.    
 

Interlibrary Loan Borrowers Shall Be 

• Responsible for any charges assessed in connection with ILLs, whether or not they 

choose to use the material, including overdue fines, lost or damaged items, and 

any additional charges/fines/fees imposed by the lending  institution. 

• Responsible for compliance with the Copyright Laws of the United States (Title 

17, United States Code). 

 

 

 

 

 

 

 

 

 

Approved by the City of Sachse Library Board, 11/9/2020 


