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Entering a Teacher Classroom Card

1. First, make sure the teacher has their own personal card as the teacher card will be linked to this (check that the
birthdates match).
2. Create a new card. All Schools already have an ILL account, do not use this account unless you are working with a
school librarian.
3. Use all capsin the record. Put the Patron Name as the name of the School with classroom info. for ex: NORWOOD
ELEMENTARY SECOND GRADE or NORWOOD ELEMENTARY ROOM 202, STEP BY STEP 4 YEAR OLDS.
4. Insert an additional patron name field and put the teacher’s last name and first initial.
5. Tryyour best to get the person’s school e-mail and check to get overdues through e-mail.
6. The PCode 3, Pat Agency and Issuing library should be the municipality the school is in.
7. The PType should be 40 — Institutional.
8. Add a message: PLEASE ALLOW 4 WEEK CHECKOUT.
9. CARD AT field should be 29 — DE.
10. Put a note in the record that says: CONTACT DE WITH ADMINISTRATIVE ISSUES. CHERI AND DIANE WILL TRY TO
HELP SORT OUT PROBLEMS.
11. Link this card to the teacher’s personal card.
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RECGUIREMENTS: Identification showing current address is required. Acceptable identification includes valid Pennsylvania Driver’s
Licensa or state 1D showing current address or any two of the following showing current address: chack book, bank statement,
woter registration, utility bil, lease, If 17 or younger, parent or guardian must show acceptable identification and sign the applica-
tion. To protect customer privacy, all information refated to this account will be given ONLY to the person to whom the card is
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BY SIGNING BELOW | AGREE TO BE RESPOMNSIBLE FOR ALL MATERIALS CHARGED OM MY LIBRARY CARD; TO REPORT A LOST UIBRARY
CARD AT ONCE; TO OBSERVE LIBRARY RULES; TO PROMPTLY PAY ALL CHARGES; AND TO NOTIFY THE LIBRARY OF ANY NAME OR
ADDRESS CHANGES. THIS CARD IS NON-TRAMSFERABLE.
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