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U T A H   S T A T E   T H E A T R E   A R T S   D E P A R T M E N T

Library Policies
____________________________________________________________________________________
1. All library books MUST be checked out and returned through the Office (Students AND Faculty)!  The books may be kept up to 2 weeks, unless someone is waiting for it, but all books must be returned the week PRIOR TO FINALS each semester.   Remember, however, the sooner you return the book the less likely you will be to forget to do so!  If possible, read the script as soon as possible, determine the scene you are interested in, make a copy of the scene, and return the book to the office.  

[Copies should be made at the copy center in the University Reserve – across from the Design 



Lab (UR 103).]
2. Students: Ask for Library Binder in the Office to determine that the book is available in the Library. PLEASE DO NOT SIMPLY BROWSE AND TAKE SCRIPTS WITHOUT CHECKING WITH LUANN FIRST.  You may not be able to get the book immediately due to scheduling situations with the seminar/library room and other projects, but LuAnn will try to get it for you as soon as possible.  Plan ahead – do not come 5 minutes before class looking for a script.  
3. All books MUST be returned to the office so the book card can be replaced and we can ensure that you are credited for having returned the book.  You will be responsible for fines if the card is not replaced and your name is the last listed.

4. For books that are not returned or renewed by the due date there will be a 7 day grace period, after which fines will accrue at 10 cents per day until the book is returned or replaced.  These fines will help to pay for books which are lost.

5. If books are lost or damaged you will be required to obtain and return a new copy to the Office.

6. All non-theatre majors will need to leave a $6.00 deposit, which will be returned when the script is turned in.  Only non-majors taking Theatre courses may check out scripts.
7. Faculty: To check out a book or play you MUST bring the book to the office, sign the book card; put the day/month/year book was checked out, and return book promptly when finished.

8. Instructors who wish to place books on Reserve should leave information on course name, length of time each person can check them out, and length of time they should be held on reserve.  Please pick up reserved material at the end of that time or notify LuAnn that they can be returned to the Library.
Thank you for helping us to maintain our library for everyone’s use!

