
Clark County Law Library Circulation of Materials Policy 
 
Please read this policy carefully before checking out the Law Library’s materials.  By checking out 
materials from the Law Library, each patron will be deemed to have agreed to abide by this 
“Circulation of Materials Policy” as adopted by the Clark County Law Library Board of Trustees. 
 
Checkout procedure:  The Clark County Law Library allows the following people to check out 
materials:  judges, county staff, and attorneys. Staff may check out materials on behalf of an authorized 
person.  Materials that are marked with pink tape and/or a purple “does not circulate” sticker are never to 
leave the library for any reason.  Other items may be checked out for two weeks.  Materials can be 
renewed for additional two week periods so long as they are not overdue and no other patron is waiting 
for them. 
 
Each person checking out materials must fill in the circulation log (the binder on the front counter) 
completely and legibly.  Required information includes the date, the name of the item being checked out, 
the person’s name, bar number (if applicable), and phone number.  When the item is returned, the date of 
return should be written in the last column.   
 
Enforcement:  Failure to follow these rules may result in: 
 1.  Overdue fines or invoices for replacement of materials, and/or 
 2.  Suspension or termination of access to the Law Library, and/or 
 3.  Collection activities 
 
Overdue policy:  Patrons who have overdue materials will be notified by email.  If the items are not 
returned within three days of the date of the notice, a late charge will be assessed, and library privileges 
are revoked until the item is returned and payment is made.  Additionally, patrons will be billed for 
replacement costs if the items are not returned. 
 
If the items are not returned by the due date of the first letter, a second overdue notice is sent out.  This 
letter is signed by a judge, and it assesses a $10.00 late charge per item plus $1 per day, as well as 
revoking library privileges until payment is made in full.  This second notice has a five day deadline.  If 
the patron has a keycard, access is terminated until such time as the item is returned and the fees are paid. 
 
Recall:  Items may be recalled as soon as they are late, if another patron is waiting for them.  They may 
also be recalled if they are in a renewal period.  If an item is recalled, it must be returned within 24 hours. 
 
Invoices for items not returned:  If an item is not returned after the second overdue notice, the library 
will send out an invoice for the full replacement cost of the item, including cost for purchase, sales tax, 
and shipping and handling charges.  This amount due is in addition to the late charges.  If the items are 
returned before the replacement in purchased, the invoice amount is waived but the late charge still 
applies. 
 
Collection and enforcement:  After the time has passed for a response to the second overdue notice, the 
library may undertake other collection and enforcement actions.  This may include but is not limited to 
additional letters, suspension or termination of law library access, assignment to collection, lawsuit, and 
notification of the Washington State Bar Association, or any combination thereof. 
 
Adopted: 4/14/05; revised 1/3/18 


	Collection and enforcement:  After the time has passed for a response to the second overdue notice, the library may undertake other collection and enforcement actions.  This may include but is not limited to additional letters, suspension or terminati...

