Bishop Payne Library
Virginia Theological Seminary
3737 Seminary Road

Alexandria, VA 22304

Christian Educators Borrowing Application Form








Date: ___________________

Name: ​​​​​​​​​​​​​​​​__________________________________________________________________
Home Address: __________________________________________________________

  
 __________________________________________________________
Phone Number: (w) ________________   (home or cell) _________________________
Denominational Affiliation: _________________________________________________
Church at which you serve: _________________________________________________
Position or Title at Church: ​​​​​​​​​​​​​​​_________________________________________________
Church Address: __________________________________________________________

  
    __________________________________________________________


    __________________________________________________________
Church Phone:
    __________________________________________________________
E-mail Address:   _________________________________________________________
Christian Education Degree Completed:  _____________________________________

When Completed: ______ Where:____________________________________
Are you Currently Enrolled in any degree program?  Yes ______     No ______

If so, where:  __________________________________________________________

Circulation Policies
We want to welcome you and assist in your parish ministry. Please understand that the Bishop Payne Library’s main mission is to serve the needs of the faculty, students, staff and Board of Trustees of the seminary. 
1. Local Christian educators professionally employed by a parish or congregation may apply for a borrower’s card at Bishop Payne Library as a professional courtesy to Christian educators and youth ministers of any denomination. Up to five books in the BPL and CMT collections may be borrowed for up to a four-week borrowing period with the proviso that books will be returned immediately if recalled by the library.

2. Cards to education professionals are issued as a professional courtesy to Christian educators who live or work in the local Alexandria, Virginia area. This local area is defined as Alexandria City, Fairfax County, Arlington County or the District of Columbia. 

3. Neither your card, nor the library materials borrowed on your card, may be transferred to another party.

4. Christian educators are not eligible for borrowing privileges if they are currently enrolled at any other educational institution. (If you are a student at a Washington Theological Consortium school, you are eligible for borrowing privileges through the WTC reciprocal borrowing agreement.)

5. The overdue fee is ten cents a day per item.

6. The fine for lost or damaged books is equal to the cost of replacing the book plus a $25.00 service charge.

7. The library reserves the right to recall a book that you have borrowed from the library before its due date. If this happens, you must return the book within one week of the recall date. After one week of recall, the fine is $5.00 per day.
8. The library reserves the right to deny or revoke a card at any time for any reason. Excessive overdue items will result in permanent loss of borrowing privilege.
By signing this form, you are verifying that you are professionally employed in the parish’s education ministry for at least 10 hours per week or that you have a degree in Christian Education and are serving a local parish. You are also indicating by signing that you have read and are willing to abide by the policies for parish education borrowers that are printed on this form.


_____________________________________             ______________________




Signature





Date
Applicants need to fill out a “Christian Educator Borrowing Application Form”, obtainable at the Bishop Payne Library circulation desk and on the library’s website, and present it, along with the required letter of reference, in person at the library during week-day business hours. Applications must be approved by the Bishop Payne Library Head Librarian or the Public Services Librarian.
In addition to this application form, you will need to provide a letter on business stationary from the rector, pastor, or head minister of the parish indicating that you work for the parish or congregation at least 10 hours per week or that you have a degree in Christian education and are serving the parish. The letter will also need to verify that the parish will be responsible for the replacement costs for any library materials not returned by you.  
No more than two Christian educators from a parish or congregation will be eligible for Bishop Payne Library borrowing privileges at one time.

************************************************************************

The letter should be addressed to:

Karen Madigan, Public Services Librarian

Bishop Payne Library

Virginia Theological Seminary

3737 Seminary Rd.

Alexandria, VA 22304

Sample language for the letter of reference would be as follows:

Letterhead stationary of Church

Dear Ms. Madigan:

This is to acknowledge that  __(name)_______ is (a.) employed by (parish)______ in a professional role in the parish’s education ministry for at least 10 hours per week or (b.) has a degree in Christian education and is serving in the parish.

As a minister of the above named institution, I agree that the parish will be held

responsible for the replacement cost of any materials that are not returned by  (name of applicant).
Signature

Printed name of reference
Title

Parish name and address

Phone number and e-mail address of reference
