[bookmark: _GoBack]
Dear Teacher,

We are excited to welcome your class to the [BRANCH NAME] Library on [DATE]!

As part of your upcoming library visit, students who do not already have a Bay County Library System (BCLS) library card have the opportunity to receive their first library card. To help us have cards prepared and ready for your visit, please follow the steps below.

Library Card Applications
Please send a library card application home with each student who does not already have a BCLS library card.
Parents/legal guardians should:
· Complete all required information on the application.
· Write clearly and legibly.
· Return the completed application to the teacher by [SCHOOL RETURN DATE].
· Not complete a new application if their child already has a BCLS library card.

Before returning the applications to the library, please check that they are complete and verify student addresses using your school records. Please also make sure they have indicated their card choice in the upper right hand corner of the application.

Completed applications will need to be returned to the library by [LIBRARY RETURN DATE] so that cards can be processed before your visit. Please let us know if you need library staff to pick up the applications from your school.

Choosing a Library Card
Students receiving their first BCLS library card may choose their card design!

Each student may select: 
· The standard black BCLS library card, OR
· One of the My First Library Card designs shown below.

Please have each student choose a card design and write the corresponding letter or number in the upper-right corner of their Library Card Application:
· B = Black BCLS Library Card 
· 1 = Open Book My First Library Card 
· 2 = Rainbow My First Library Card



On the Day of Your Visit
New library cards will be prepared in advance and given to students during the library visit. Students receiving their first library card will also receive a My First Library Card lanyard and cardholder.

Students who already have a BCLS library card do not need a new one. If they would like to check out material during the visit but do not have their card with them, library staff can look up their account.

Library cards cannot be created on the day of the visit, so applications must be returned by the deadline above.

Thank you for helping us make receiving a first library card a special part of your students’ library experience! We look forward to welcoming your class to the library.

[CHILDREN’S STAFF NAME]
[BRANCH NAME] Library
Bay County Library System
[CONTACT INFORMATION]
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Scan the QR code                               or select Library Card Choices to view the library card options. 

								

Dear Parent/Guardian,

We are excited to welcome your child’s class to the [BRANCH NAME] Library on [DATE]!

If your child does not already have a Bay County Library System (BCLS) library card, they have the opportunity to receive their first library card during their upcoming class visit.

To have a library card prepared for your child, please:
1. Complete all required information on the attached library card application. Be sure to complete the “RELEASE OF MINOR CHILD’S LIBRARY RECORDS” section at the bottom of the application. List the name(s) of anyone you authorize library staff to release your child’s library records to, including yourself if applicable.
2. Print clearly and legibly, especially phone numbers and email addresses, so we can enter your information accurately.
3. Help your child choose their library card design! Write B, 1, or 2 in the upper-right corner of the library card application to indicate their choice: 

             B = Black                               1 = Open Book                          2 = Rainbow 
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        Scan the QR code                        or select Library Card Choices to view the library card options. 



4. Return the completed application to your child’s teacher by [RETURN DATE]. Library cards are prepared before the class visit and cannot be created on the day of the visit.

If Your Child Already Has a BCLS Library Card
Please do not complete a new application. Simply let your child’s teacher know that your child already has a BCLS library card.

A Special First Library Card Experience
Children receiving their first library card during their class visit will also receive a bright orange My First Library Card lanyard and cardholder to help keep their new card protected and easy to find. 

We look forward to welcoming your child to the library and celebrating this exciting milestone with them!

[CHILDREN’S STAFF NAME]
[BRANCH NAME] Library
Bay County Library System
[CONTACT INFORMATION]
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