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DEPARTMENT OF LIBRARIES





MIDSTATE LIBRARY SERVICE CENTER 
CIRCULATION POLICY
The Midstate Library Service Center (MLSC) is open to Vermont public and school libraries for long-term loan of library materials. MLSC materials are also available to any library via interlibrary loan. We welcome school and public libraries to borrow large collections to supplement their collections. MLSC does not provide direct service to the general public.
Registration

Libraries must register for a borrower’s card for their public or school library. Registration forms are available at MLSC and can be mailed to libraries upon request.
School Libraries: The borrower registration form requires the signature of both the librarian and school principal. Once MLSC receives the signed registration form, the school librarian will be issued a library card that can be used by school library staff and teachers. School librarians may borrow materials on the initial visit without a signed form, but are expected to return the application by the second visit. At that time MLSC will issue a library card that must be presented at each subsequent visit. Schools may return the form to MLSC by mail. The registration form must be updated each school year.
The Department of Libraries extends borrowing privileges to classroom teachers as well for materials used in the classroom. The teacher must have their school’s approval and must present the school borrower’s card in order to borrow materials. 
Public Libraries:  The borrower registration form requires the signature of the Library Director. Public library staff may borrow materials on the initial visit without a signed registration form, but must return the form by the second visit in order to borrow materials. Libraries may return the form to MLSC by mail.

Unless notified otherwise, the MLSC staff will assume that anyone possessing a borrower’s card has permission to use that card and to access that account. For their protection, libraries should report a stolen or missing card to MLSC.

Loan period
· The loan period for collections borrowed by public and school libraries from MLSC is 120 days. There is no renewal of items beyond this period.

· The loan period for individual items borrowed from the MLSC collection through interlibrary loan is 30 days and one 30-day renewal is permitted.

Holds
Borrowers may phone ahead and request titles or sets of books by topic to be pulled and held for them. While there is no set limit to the number of books the borrower may request, the staff at MLSC may choose to limit individual requests in order to provide fair access to other libraries. 

Returns:
Books may be returned to the library during regular library hours, by mail, or after hours in the Book Return located outside the Midstate Library Service Center.
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