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Children Ages 0-12

When a child (age 0-12) gets a new library card:
· Follow the usual process for getting a new library card.
· Congratulate them—make it exciting! Remind them of all the things they can do with their new library card beyond checking out books including movies, board games, puppets, STEAM Kits, Launchpads, Tonieboxes, computers, TumbleBooks, Libby, Hoopla, etc. 
· Allow the child to choose a card design. Ask circulation supervisor for location of laminated card-design sheet.
· Do not sign the child’s library card. Only the child or their parent/legal guardian should sign the physical library card, regardless of the child’s age. If the child is too young or unable to sign the card, leave the signature area blank.
· Give them an orange My First Library Card lanyard and plastic sleeve (cardholder) to carry their card in. There is also a keychain copy for their caregiver to keep, if desired.
· Take pictures! Invite caregivers to take a photo of their child. You may use the giant picture frame or stage them near the My First Library Card promotional banner. 
· Ask whether they are comfortable with staff taking a photo of their child for library social media. If yes, have the parent/guardian complete a Photo Release Form or scan the QR code to complete it online. If they prefer to complete a paper form, send it to Kristin Freeman.
· Take the photo with the circ iPad. After the photo is taken:
· Press the thumbnail to view the photo.
· Press Share (box with an arrow pointing up; bottom left corner in the example photo of Gigi).
· Choose Mail to open a new email message.
· Email the photo to Kristin Freeman @ kfreeman@baycountylibrary.org
· Photos shared with us may be posted to Facebook and/or Instagram every few weeks.
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My First Library Card 
School & Class Visits

Children receiving their first library card through a school or class visit may select from the card designs designated for school visits:
· The standard black BCLS card, or
· One of the current My First Library Card designs available for school visits.
· Students will indicate their card preference by writing either a B for Black, 1 for Open Book, or 2 for Rainbow in the upper-right corner of their library card application.

Contest-winning card designs are not available as school-visit selections.

Students receiving their first library card during a school visit should also receive a My First Library Card lanyard and cardholder.

When preparing cards in advance, do not sign the child’s physical library card. Only the child or their parent/legal guardian should sign the card. If the child is too young or unable to sign, leave the signature area blank.

We recognize that allowing students to choose a card design requires a little more preparation for circulation staff than issuing the same card to every student. However, we believe the extra effort is worthwhile. Choosing their own card makes receiving a first library card feel special and gives children a greater sense of ownership and excitement about using the library.

The bright orange lanyard also serves a practical purpose: it protects the card, makes it easy for children and families to keep track of, and gives children a convenient place to store their card at home. When students wear their lanyards back to school, they also help promote library cards and the library to other children and families.

My First Library Card Designs Available for School Visits
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My First Library Card 
School & Class Visit Workflow

The following workflow should be used for school and class visits to provide a consistent process across BCLS while allowing each branch flexibility in how Children’s and Circulation staff coordinate card preparation and distribution. 

Children’s Staff—Scheduling & Preparation
· Use the My First Library Card Teacher & Parent Letters templates for all school and class visits.
· Customize both letters with the branch name, visit date, school return date, library return/pickup date, Children’s staff name, branch, and contact information. Make sure the information and dates are consistent between the two letters.
· Adjust the application return/pickup instructions as needed for your arrangements with the school/visiting class. For example, library staff may pick up completed applications or the teacher may return them to the library.
· Email the completed Teacher and Parent/Guardian Letters to the teacher for classroom use, parent communication, and to make additional copies as needed.
· Provide one color copy of each letter with the library card applications when they are delivered or picked up by the teacher.
· Notify Circulation staff of the visit date and expected application return date so cards can be processed in advance.

Circulation Staff—Card Processing
· Process returned applications according to BCLS and the My First Library Card procedures.
· Use the B, 1, or 2 designation on the application to prepare the student’s selected card.
· Do not sign the child’s physical library card. Leave the signature area blank for the child or parent/legal guardian.
· Keep completed cards clearly identified by student name for distribution.

Children’s & Circulation Staff—Branch Workflow
· Each branch may determine how Children’s and Circulation staff coordinate the final preparation and handoff of class-visit cards. Depending on the branch’s preferred workflow, Circulation may place cards in the plastic cardholders, organize them in labeled envelopes, attach or package the orange lanyards and cardholders, or provide the completed cards to Children’s staff to finish preparing for distribution.
· Children’s and Circulation staff should communicate in advance and establish the process that works best for their branch while following the system-wide My First Library Card procedures.

Children’s Staff—During the Visit
· Children’s staff may provide an opportunity for students to sign their own library cards. For example, a card-signing station with permanent markers may be set up near the My First Library Card photo opportunity.

My First Library Card
Frequently Asked Questions


· Is there any difference between My First Library Card and a regular library card?
No, except for the design. My First Library Cards work the same way as any other BCLS library card.

· My child already has a library card. Can they “upgrade” to a My First Library Card design?
Yes, but they will receive a new library card number. 

· I’m a teacher. Can my entire class choose a My First Library Card when we set up a class visit?
Yes! When preparing first-time library cards for school or class visits, students may choose from the standard black BCLS card or one of the current My First Library Card designs designated for school visits. 
· Contest-winning card designs are not available for school/class visits.
· Students receiving their first library card through a school visit will also receive a My First Library Card lanyard and cardholder.

· Who should sign a child’s library card?
Only the child or their parent/legal guardian should sign the physical library card. Library staff should never sign a card on the child’s or parent/legal guardian’s behalf. If the child is too young or unable to sign, leave the signature area blank.

· Can an adult or teen get a My First Library Card design for their card?
(i.e. “My child/grandchild/neighbor designed the winning card, I’d love to have a copy!”)
No, these card designs are intended for children ages 0-12 and were ordered based on anticipated children’s card usage. 

· Does my child need to exchange their card after age 12?
No. They may exchange it if they would like, but they do not have to. They can continue using their original card.

· Will there be future My First Library Card designs?
New designs may be introduced as supplies and future My First Library Card promotions allow.

· The lanyards are so cool! Can staff members have one?
Yes. Staff members may have one lanyard if they will wear it at work and help promote the My First Library Card program.
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