Guidelines for Teachers to Get Library Cards

 for Children Unaccompanied by a Parent:

Local Library Information
1) Teacher will pick-up appropriate number of English &/or Spanish language juvenile library card application forms.

2) Teacher will send library card application home with each child and have parent sign application. 

3) Teacher will verify information on the application. Please check to make sure all required information is complete and correct. We will not be able to issue a library card if required information or parent’s signature is missing from the application.

4) If a student’s family does not read English or Spanish the teacher needs to contact parent to make sure they understand the rules and responsibilities: 

· Return books on time to avoid overdue fines (.10 cents/day for children’s books; 25 cents/day for adult books/video; $1.00/day for DVD)

· Take care of library materials so they won’t have to pay for lost or damaged items

5) Bring completed applications to Library at least 2 days before class visit so that we have time to prepare cards. 

5) Cards issued to children without parent present will have a 2-item limit, and will not have video or Internet privileges. When parent comes into Library the status of the card will be changed to full borrowing privileges and parent may authorize Internet &/or video.

6) Please attach the following with the batch of applications for your class:
----------------------------------------------------------------------------------------------------
Teacher: ___________________________________________________________

School:  ____________________________________________________________

Contact Number/ E-mail:_______________________________________________

Class grade:  ____________


Date of class visit:   ___________
