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BORROWING FROM THE CAG LIBRARY

Valid patrons to the CAG library include current students and their parents, CAG staff, ex-students who have a valid card from the Asociaccion de Exalumnos, and UVG students and staff.
Limits

Kindergarten students

1 item for one week

Students in grades 1 and 2
2 items for one week.
Students in grades 3 to 12
2 books for two weeks

1 magazine for one week
Secondary students can check out up to 5 with permission 
Parents, UVG students, and ex-alumnos
2 items for two weeks
Teachers and administrators

50 items per trimester

Renewing

· Books may be renewed but each item must be brought to the library to do so. 
· Magazines cannot be renewed. 
· School staff will bring all checked out items back at the end of each trimester.  These items may be rechecked.  Library staff will send notices 10 days before the end of each trimester.  
Collection

· Most library materials circulate

· Reference materials are to be used in the library.  Exceptions to this policy must go through the media specialist. 

· Current teachers and administrators only may check out DVDs and videos. 

Photocopying
Photocopies will only be made for students of reference material.  We can only copy a maximum of 10% of a book to follow copyright law.
Overdue Materials

Notices will be sent out at the end of each trimester to staff and students in each section.  Students receive notices through their advisory/homeroom teachers.  
Fines are 50 centavos/day for each overdue item.  Fines for reference or material from the Guatemala collection is 5 Q/day.  Fines are to be paid in the caja in the central office, and bring the receipt back to the circulation desk.  Borrowing is suspended for any student with overdue materials.  Elementary students will not be fined for overdue materials.  
Damaged Materials

Patrons are expected to pay for the replacement of those materials that are damaged while checkout to them.  Let the librarians know of any damage to materials before they are checked out.  

Lost Materials

You may replace it or pay for it.  If you replace material, it must be of equal or greater value.  A hardcover must be replaced with a hardcover.  The replacement of a lost edition must be that edition or a newer one.  
Reimbursement
If a lost item is returned or found, bring it to the library.  You will receive a reimbursement sheet filled out by the media specialist, which you will then take to the caja for your reimbursement.   
