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Individuals must complete a library card application and provide proof of identity, including proof of current address. One form of ID may be used if it provides proof of both name and current address (for example, a driver’s license including current address).  
The list below is not comprehensive. Library staff may determine if the proof(s) of identity provided sufficiently prove both name and address.  
 
Acceptable forms of identification include: 
a) Any photo ID issued by the U.S. Federal, Tribal, or any State Government (examples include a driver’s license, Tribal ID, current passport, green card, state employee ID card) 
b) Birth Certificate  
c) Current vehicle insurance verification form 
d) Student ID card with a photo of the student on it 
e) Acceptable evidence of current school, college, or university enrollment or employment (examples include an official transcript or registrar’s receipt for students; examples for staff include a pay stub or staff ID card) 
f) Social Security card 
g) Medicare or other medical plan card 
h) Current credit card 
i) Military ID card 
j) Voter registration card 
k) Personal check with printed name  
l) Parent or guardian’s identification for students under age 17 who are unable to provide proof of eligibility, provided the parent or guardian meets eligibility requirements 
m) Oklahoma County ad valorem property tax statement 
n) Utility bills or receipts postmarked within 30 days  
o) Copy of current lease  
p) Mortgage paperwork within 90 days of notarization 
1.  Staff will determine for which account type the applicant is eligible and issue that account using formatting best practices.
a. Parents or guardians may submit student applications through a school or correctional institution.
2. School accounts will expire 1 year (365 days) from the date eligibility is established or renewed.
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AL 211.1 Reciprocal Procedures
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Procedures
Issue cards marked "Reciprocal" to persons who meet the reciprocal borrower criteria for eligibility. Follow established MLS policies and procedures for issuing these cards.
Any valid identification that shows name and address of the customer is acceptable. A Pioneer Library System card is considered proper identification. But, it is not necessary for a person to have a Pioneer card to qualify for a MLS reciprocal card.
MLS may check with the Pioneer Library System regarding the status of a card applicant by calling the Norman Branch (405/321-1481) or the Moore Branch (405/793-5100). Pioneer staff may check with MLS Circulation Control (405/631-2210) or contact the circulation desk of the Southern Oaks Library (405/631-4468).
Items normally available for loan to MLS customers are available to reciprocal cardholders. MLS does not offer interlibrary loan or Books-By-Mail to reciprocal cardholders. Reciprocal borrowers are eligible for interlibrary loan service from any Pioneer library. 
Reciprocal card holds may return books to any MLS or Pioneer agency. Materials belonging to Pioneer but returned to MLS should be sent to the Interlibrary Loan (ILL) through regular MLS mail delivery.
Overdue fines are not collected for the other system as a general rule. Materials to be routed back to Pioneer should have the return date clearly marked on the routing slip, so Pioneer can determine if fines are owed. However, if a customer insists on paying a fine for Pioneer materials, staff should cheerfully take the money, post it to Other Payments, and note in large letters on the routing slip that the fine has been paid.
Neither MLS nor Pioneer charges overdue fines on materials from bookmobiles, extension libraries or deposit sites.
Damaged materials should be returned to the lending library for handling. Staff should clearly mark that material was returned in a damaged condition. Tell customers they can pay for damaged materials at the original lending library.
Customers who wish to pay for materials borrowed from and belonging to Pioneer should be referred to the lending agency of that system for proper handling of the request.
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Procedures
(A)  Establishing a Library Account during a School Visit
When schools or institutions (not participating in ONEcard) visit the library to apply for a library account, use the following procedures do the following:
a) Schools  
(1) Prior to the library visit, school personnel may obtain library account applications for their students; have the forms completed by the students’ parents or school personnel; and verify the names and addresses on the forms.
(2) Issue Establish new accounts to for those students who do not already have a Metropolitan Library System account and provide them with information regarding fines and/or delinquencies the library system’s policies and services.
(3) For any students who already have library accounts with outstanding fines and/or delinquencies, provide a printout of their transaction record to take home to the parent or guardian.
(4) When library personnel visit schools, applications can be handled as described for a school visit to the library.  Staff can either use Carl Connect to create library accounts during the visit or return at a later date with cards once the applications have been processed at the library.
b) Correctional and Custodial Institutions
(B)  Establishing a Library Account for Residents of Institutions
(1) Juvenile applications Minor residents, institution as guardian: Institutional staff signing student cards minor accounts as guardian are held accountable for materials borrowed on these cards accounts. Accept institutional identification as verification. Use the institution’s address as permanent the Primary address.
(2) Juvenile applications Minor residents, parent as guardian: Process as per Group Visits – Schools school visits since Requires a parent’s signature is required on the application. Use their home address as permanent the Primary address with the institution’s address as a Secondary address.
(3) Adult applications residents: Process using standard policy and procedure. The institution’s address may be used as a Secondary address.









