Borrowing a Book

We’re glad to have you borrow a book from our library.  Here’s how:

1.
Pull the card from the back of the book, draw a line under the information of any prior borrower (if there isn’t a line there already), then list the following:

· Today’s Date

· Your Name

· Your phone # and e-mail address

2.
Put the card in the wine-colored “check-out box.”
There is no “due date,” but remember that (1) others may want to read the same book so please bring it back promptly when you’re finished and, (2) someone else who wants to read the same book may call you (or e-mail you) so that you will know that they are waiting to read your book next!

Returning a Book

Here’s how to return a book:
1.
Pull the card from the “check-out box” and add the date you’re returning the book below your phone #/e-mail address.  (Example “returned June 1, 2009”)  Then put the card back in the book.
2.
It there are no post-it notes attached to the card, please reshelve the book.
3.
If there are one or more post-it notes attached to the card, please:

· Call and/or e-mail the person whose post-it note is earliest dated to tell them that the book is back.

· Put that person’s post-it note on the front of the book and add a note on that post-it note that you called them (example “left voice-mail Sept 3, 2010” or “called Aug 2, 2010” or “e-mail June 6, 2010”)

· Put the book to the right of the Library Notebook on the top shelf of the left bookcase.
Any other post-it notes should stay attached to the card.
Can’t Find a Particular Book the Library Owns?
1.
Look in the wine-colored “check-out box” and see if the book’s card is there.  If it is, and you want to borrow it when it comes back: 

Put today’s date, your name, phone # and e-mail address on a post-it note and attach it to the card.  You may also (after looking at the date it was borrowed) want to give the current borrower a call or send them an e-mail so that they know that the book (or item) is wanted by another.

If the item you want to borrow already has a post-it note attached to it, go ahead and add your post-it note too, but also add a note to the log so that we’ll know that this book is in demand.
2.
If it’s not checked out, it may be waiting to be picked up by someone who has already requested it.  Look to the right of the Library Notebook on the top shelf[of the left bookcase.  If you find it there, feel free to add your post-it note to the card in the back of the book (as if it were already checked out—see above) so that the person picking up their reserve item will know that you are already waiting to read it next.  

3.
It may have been misshelved (not be in alphabetical order by author).  Our LibraryThing catalog will (as one of the tags) say that the item should be on the “Main Shelf” or “Vicar’s Shelf” (it will also show a picture of the book’s cover, if you’re not sure what it looks like).  But sometimes things get misshelved anyway, so check the other shelves.  But before checking the Vicar’s Shelf, please check w/ the Vicar or with the Administrator!
4.
If you still can’t find it.  It’s not checked out, it’s not a reserved item waiting for pick-up, and it’s not misshelved, please add a note to the Library Log and tell us!






