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Library Pickup Procedure 

1. Patrons will either call in or email to request items to be signed out to their 
Library account. They may also place holds on items through the library 
catalog. 

a. Appointments are available on the hour every 15 minutes between 
10 AM to 4 PM, Tuesday to Saturday. If the person is unable to make 
their appointment time, they will need to re-schedule their pickup. 

2. Materials will be signed out to the account of the person who contacted 
the library, unless specified by them to have the items placed on someone 
else’s account (i.e. Parent placing materials on a child’s card) 

a. If a membership needs to be renewed before materials can be signed 
out, then staff will renew the membership over the phone or by 
email if there are no changes to the account.  

i. If there are any changes to the account (i.e. change of address, 
change in name), then staff will renew the membership with a 
temporary status. The person will then be required to verify 
their account once the Library re-opens to the public. 

1. New memberships to the Library will be automatically 
made as temporary accounts until the person verifies 
their account in person when the Library re-opens to the 
public. 

b. Any accounts owing more than $6 of fines and fees must pay these 
down before materials will be signed out to their account. Money will 
be accepted in the foyer when items are being picked up by that 
person. 

i. Please note we only accept cash or cheque. 
3. ILL service is still available, but the service is limited due to some public 

libraries being completely closed. 
4. Only one person is allowed in the foyer area for the pickup, unless it is a 

parent/legal guardian with a young child. 
5. If people bring their own bags or boxes, the patron will be required to fill 

those on their own.  
6. Staff will not accept returns in the foyer. All returns must be made through 

the drop box. 
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7. Individuals over the age of 8 must wear a mask in the foyer. We will also 
continue to do contact tracing. 

a. For those individuals not wearing masks, they will have their 
materials delivered to them outside the main entrance doors.  

 


