Ford Library — Circulation Policies

Updated: July 2025

Ford Library supports the academic and research needs of the Fuqua and larger Duke community.
Because we maintain a smaller, high-demand collection, it is essential that all patrons follow the
circulation policies below to ensure fair and efficient access to materials for all library patrons.

Borrowing and Check-Out Procedures

« A valid Duke Card (physical or digital) or a Borrower’s Card is required to check out
materials.
« If your card cannot be scanned, another photo ID may be accepted.

Loan Periods and Renewals

« Most items may be renewed twice unless another user has placed a hold request, or the
item has been recalled (rush requested and given an earlier due date).

o After two renewals, items must be returned but can be re-checked out again if no other
requests have been placed on the item(s).

« Reserve items cannot be renewed and are due at library closing, regardless of the time
borrowed.

Recalls

« Most books may be recalled after 14 days (10 business days) from the original checkout date.

o Recalled items are assigned a new due date, and the borrower is notified via email.

« Books required for Fuqua courses may be recalled immediately for Closed Reserve use (3-
hour loan).

« Only Duke University students, faculty, and staff may place recall requests.

Fines and Fees

Overdue Fines

Item Type Fine Rate
Books, Games, DVDs $1.00 per item per day
Kindles $3.00 per day

Reserve Items (e.g., chargers, electronics, Closed .
Reserve books) $1.00 per item per hour
$3.00 per item per day (starting the day after

Recalled Books new due date)

Note: Reserve items are always due by library closing time and cannot be kept overnight.



Lost, Reported Stolen, or Damaged Items

e Items 30 days overdue are automatically marked as “Lost.”

« Areplacement fee plus a $25 processing fee will be billed.

« If alostitem is returned, the replacement fee is credited, but late or recall fines may
still apply.

« Borrowers may be allowed to provide a brand-new replacement copy in lieu of
payment for items that are damaged, lost, or reported stolen. Contact the library to
discuss options.

Fine Waivers and Inquiries

« One fine waiver is allowed per person per year for an unexpected late fine (excluding
recall fines or lost item fees).
o The “year” is calculated from the date of the waiver, not the calendar year.

Waiver requests must be submitted via email to: ford-library-circulation@fuqua.duke.edu

o Fines older than 6 months cannot be waived or credited back to a patron, per Bursar's
Office policy.

« If you believe a fine was issued in error, or there are extenuating circumstances,
please email the library at the address above and we will review your inquiry.

Email Notices & Responsibility

o Courtesy and overdue notices are automatically emailed:
o 4 days before due date (for most items)
o Shortly before loan period ends (for hourly/reserve items)
« Patrons are responsible for fines even if email notices are not received due to:
o Spamfilters
o Incorrect or outdated email addresses
o Fullinboxes

Ensure @duke.edu emails are not blocked or filtered.

Fine Transfers and Account Holds

e Unpaid fines are transferred weekly to the Duke University Bursar.
o Unpaid charges may result in:

o Class registration holds

o Transcript or grade delays

o Delayed graduation


mailto:ford-library-circulation@fuqua.duke.edu

Borrower Responsibilities

Borrowers are responsible for:

« Reading and understanding Ford Library’s circulation policies.

« Maintaining a valid email address through the Duke Registrar’s Office or
Office of Information Technology.

o Returning or renewing items by the due date to ensure fair access for all patrons.

Failure to comply may result in fines or restricted borrowing privileges.
You can view your account and renew items online: Renew or Request Library Iltems

Reserve ltems

« Books for Fuqua courses are on Closed Reserve and loaned for 3 hours.

« Other reserve items (chargers, electronics, computer peripherals, etc.) are loaned for 4
hours.

« Allreserve items must be returned before closing—no overnight loans are allowed.

e Only Fuqua students or students enrolled in Fuqua courses may borrow course-
specific materials.

Contact Us

Do you still have questions? Need to ask us about a fine?

Email: ford-library-circulation@fuqua.duke.edu

Note: We are unable to provide information about fines or due dates for items that are not part of
the Ford Library collection. Please contact the specific Duke Library mentioned in your notice,
even if the item was picked up at Ford Library.


https://library.fuqua.duke.edu/account/renew-request.htm
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