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Holderness Free Library’s 
Library Card and Borrowing Policy 

 

Purpose 

 

The Holderness Free Library provides library cards and borrowing services in support of 

equitable access to library materials, resources, and services. 

 

This policy establishes requirements for library card registration, verification, renewal, 

borrowing, overdue and lost materials, recovery of library property, account administration, and 

protection of patron information. 

 

Eligibility and Borrowing Privileges 

 

Library cards are available without charge to residents, nonresidents, and visitors who complete 

the library’s registration requirements. 

 

Residents, nonresidents, and visitors receive the same library-established borrowing privileges. 

Access to electronic resources provided by third parties may be subject to residency or other 

eligibility restrictions established by licensing agreements. 

 

Eligibility and registration requirements shall be applied consistently and without discrimination. 

 

Registration 

 

Library card registration may be initiated through the library’s online registration system. 

A computer will be available at the library for individuals who wish to complete the online 

registration process at the library. Staff assistance or another reasonable method of registration 

will be provided when needed to ensure that the registration process is accessible. 

 

The library will collect only information that is reasonably necessary to establish and administer 

a library account, determine eligibility, communicate with the patron, and provide library 

services. 

 

http://www.holdernessfreelibrary.org/


Provisional Registration 

 

An online registration creates a provisional registration record for 30 days. 

 

A provisional registration does not provide borrowing privileges. The applicant must complete 

registration before library materials may be borrowed on the account. 

 

Within 30 days of submitting an online registration, the applicant must visit the library in person 

to complete the registration process. 

 

If registration is not completed within 30 days, the provisional registration will expire. Any 

registration information associated with an expired provisional registration will be retained or 

disposed of in accordance with applicable New Hampshire municipal records requirements and 

library records procedures. 

 

Completing Registration 

 

To complete registration, an applicant must appear in person and provide reasonable verification 

of identity and eligibility for a library card. 

 

The Library Director shall establish administrative procedures identifying acceptable methods of 

verification. Procedures should provide reasonable alternatives for individuals who do not 

possess a particular form of identification. 

 

The library will not copy or retain identification documents unless retention is required by law or 

specifically authorized by an applicable library or municipal records procedure. 

After identity and eligibility have been verified, the patron's registration will be activated, and 

the patron will receive a physical library card. 

 

The three-year registration period begins when registration is completed and the account is 

activated. 

 

Registration of Minors 

 

Minors are eligible to obtain library cards. 

 

Applicants age 10 and younger must have a parent or legal guardian participate in completing 

the registration and verification process. 

 

Applicants aged 11 through 17 may complete the registration and verification process 

independently. When a minor is unable to provide reasonable verification of identity or 

eligibility, a parent or legal guardian may assist with verification. 

 

Minors receive the same borrowing privileges as other cardholders. 



 

Responsibility for materials, replacement charges, and borrowing restrictions attaches to the 

account on which the materials are borrowed. A parent or legal guardian's participation in a 

minor's registration does not, by itself, make the parent or guardian financially responsible for 

the account unless that responsibility is separately accepted. 

 

Library records concerning minors shall be handled in accordance with applicable New 

Hampshire law, including RSA 201-D:11. 

 

Library Card Renewal and Expiration 

 

Library registrations are valid for three years. 

 

Patrons may renew an eligible account either online or in person. As part of renewal, patrons 

must review and, when necessary, update their registration information and confirm their 

continued eligibility. 

 

The library may require additional verification or an in-person renewal when information cannot 

reasonably be verified through the online renewal process. 

 

Upon renewal, the registration will remain valid for another three-year period. 

Administrative system settings associated with account expiration and renewal shall be 

established by the Library Director. 

 

Borrowing Periods and Material Renewals 

 

Standard circulating materials are normally loaned for two weeks. 

Eligible materials normally renew automatically once for an additional two weeks through the 

library’s integrated library system unless another patron has placed a hold or the material is 

otherwise ineligible for renewal. 

 

Loan periods, renewal eligibility, replacement requirements, and other circulation conditions 

may differ for interlibrary loan materials, special collections, equipment, high-demand materials, 

licensed resources, or other categories established by the Library Director or by the lending 

institution. 

 

Overdue Materials and Notices 

 

Patrons are responsible for returning borrowed materials by their due dates even if they do not 

receive an automated reminder, renewal notice, or overdue notice. 

The library may contact patrons regarding overdue or unreturned materials through integrated 

library system notifications, email, telephone, postal mail, or other reasonable means. 



Before formal recovery action is taken, library staff will make reasonable efforts to verify that 

the material remains checked out. This may include checking library shelves and investigating a 

patron's report that an item was already returned. 

 

Responsibility for Lost or Damaged Materials 

 

Account holders are responsible for the care, safekeeping, and return of materials borrowed on 

their accounts, including interlibrary loan materials. 

 

When library materials are lost, destroyed, or damaged beyond reasonable repair while charged 

to an account, the account is responsible for the reasonable replacement cost determined by the 

Library Director or designee. 

 

The Library Director or designee may, when appropriate, approve an identical or suitable 

replacement item in lieu of payment. 

 

Patrons are encouraged to report lost or damaged materials promptly so that staff can assist in 

resolving the account. 

 

Borrowing Restrictions 

 

Borrowing privileges may be suspended when materials are substantially overdue or when lost 

or damaged materials remain unresolved. Borrowing privileges may be restored when materials 

are returned, applicable replacement charges are resolved, or arrangements approved by the 

Library Director or designee are made. 

 

A borrowing restriction under this policy does not, by itself, exclude a patron from the library 

building, programs, or other services that do not require an active borrowing account. General 

access to the library remains distinct from borrowing privileges, subject to other applicable 

library policies. 

 

Account Review 

 

A patron may request review by the Library Director of a replacement charge, claims-returned 

determination, borrowing restriction, or other circulation-account decision. 

 

The Library Director may adjust or resolve the account when circumstances warrant, consistent 

with this policy, applicable law, and any requirements imposed by a lending institution. 

 

Recovery of Library Property 

 

The Holderness Free Library Board of Trustees delegates to the Library Director, or the 

Director's designee, authority to take reasonable measures to recover Library property that 

remains unreturned. 



 

When appropriate, the Library Director or designee may issue a formal written notice pursuant to 

RSA 202-A:25. In determining whether such action is warranted, the Director may consider the 

replacement value and availability of the material, the number of outstanding items, interlibrary 

loan status, staff and mailing costs, the patron's response to prior contacts, and other relevant 

circumstances. No fixed dollar-value threshold is established by this policy. 

 

A formal notice under RSA 202-A:25 is distinct from an ordinary overdue reminder. Any such 

notice must comply with the statute, including bearing a copy of RSA 202-A:25 on its face and 

being sent by certified mail to the person's last address or delivered by a person designated by 

the lawful custodian of the property. The statutory 15-day period applies after notice. 

 

Referral to law enforcement is not automatic merely because material is overdue. Following the 

statutory process, the Library Director may determine whether the circumstances reasonably 

warrant referral. Nothing in this section prevents the library from contacting law enforcement 

regarding separate conduct or circumstances that independently warrant such contact. 

 

Changes in Registration Information 

 

Patrons are responsible for providing accurate registration information and for notifying the 

library of significant changes that may affect their account or eligibility, including changes of 

name, address, or contact information. 

 

A change in residency or other eligibility information may affect access to third-party electronic 

resources where licensing terms require it. 

 

Patron Privacy and Confidentiality 

 

The library is committed to protecting the confidentiality of patron information. 

Personally identifying library records shall be treated as confidential and disclosed only as 

permitted or required by applicable law, including RSA 201-D:11. 

 

The library will limit the collection, access, use, and retention of personal information to what is 

reasonably necessary for the operation of the library and its services. 

 

Library registration, borrowing, and account information will be protected from unauthorized 

access and will not be disclosed for purposes unrelated to library operations except with the 

patron's consent or as otherwise permitted or required by law. 

 

Communications concerning overdue, lost, or damaged materials will be handled in a manner 

consistent with RSA 201-D:11. Routine voicemail, email, and similar notices should avoid 

identifying specific borrowed titles when that information is not reasonably necessary. 



Records relating to minors will be handled in accordance with applicable New Hampshire law, 

including provisions governing a parent or legal guardian's access to records concerning a 

minor's current borrowing. 

 

Records Retention 

 

Library registration and account records shall be maintained and disposed of in accordance with 

applicable New Hampshire municipal records requirements, including RSA 33-A, and the 

library’s approved records-management practices. 

 

Expiration of a library account or provisional registration does not, by itself, authorize the 

destruction of a record that is subject to a legally required retention period. 

 

Library user records that are not required to be retained shall not be retained longer than 

necessary for library operations and shall be handled in accordance with RSA 201-D:11 and 

applicable records-retention requirements. 

 

Administration and Delegated Authority 

 

The Board of Trustees establishes this policy and delegates its administration to the Library 

Director. The Director may designate staff members to carry out appropriate administrative 

functions under this policy. 

 

The Library Director may establish and revise procedures necessary for registration, verification, 

card renewal, circulation, material renewals, overdue notices, borrowing restrictions, claims-

returned review, replacement-cost determinations, recovery of library property, account 

maintenance, and records management. 

 

The Library Director or designee may determine reasonable replacement costs, approve suitable 

replacement items, resolve account disputes, suspend or restore borrowing privileges, and take 

reasonable measures to recover library property in accordance with this policy and applicable 

law. 

 

Administrative procedures may address matters including acceptable forms of eligibility 

verification, online registration workflows, integrated library system settings, staff-assisted 

registration, loan periods for special material types, overdue-notice schedules, lost-item 

processing, account restrictions, and escalation for recovery of library property. 

 

Procedures shall be consistent with this policy, applicable law, contractual requirements, and any 

related policies adopted by the Holderness Free Library Board of Trustees. 
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