Circulation Policy

for the Government Information Department

McNeese State University Faculty (all semester), Staff, Graduate & Undergraduate Students (3 weeks) have checkout privileges for certain Government Documents.  Many of our documents do not have barcodes yet, and until the entire collection is barcoded, only Ms. Rebecca, Ms. Jeannie, or Ms. Ollie can determine if the document is suitable for circulation and can barcode/circulate the document using Workflows software. 
Therefore, when Ms. Rebecca, Ms. Jeannie, or Ms. Ollie are not here, please follow the following guidelines:

If the document has a barcode on it (and sometimes it will have a circulation book pocket), the patron can check the document out at the Circulation desk on the first floor. (But if it is a Reference Book with a barcode on it this cannot be checked out. See list of documents that cannot be checked out below).
If the document does NOT have a barcode on it, the patron CANNOT check out the document and tell the patron to come back the next day to pick it up after Ms. Rebecca, Ms. Jeannie, or Ms. Ollie can determine if the document is suitable for circulation and can barcode/circulate the document using Workflows software. You may show the patron this policy if they do not understand.
The following is a list of additional documents that are NOT allowed to be checked out:

· Any document on the reference shelves (will often have a sticker or stamp on it that says “Reference” and/or “Does Not Circulate”) such as:

· Census Materials (any year)

· CFR (Code of Federal Regulations)

· Congressional Record 

· Federal Register

· Louisiana Register 

· Microfiche

· Periodicals (magazines, journals) (will often have a sticker or stamp on it that says “Does Not Circulate”
· Old, rare or fragile/damaged materials (will often have a sticker or stamp on it that says “Does Not Circulate”)
· CDs/DVDs/Diskettes/Video
Calcasieu Estuary Documents can be checked out by anyone for a 1-day period pending upon approval of the Government Information Librarian and Senior Staff (Jeannie & Ollie). They must present valid identification (valid driver’s license, I.D. card, or business card). You must record on a sheet of paper their name, address, and phone number along with the identification number(s) and name(s) of the document(s). Remember to inform patrons to return these documents to the 4th floor. Do not return them to the Circulation, Reference, or Serials Departments. Until we receive them, they are considered still checked out.

If in doubt ----DON’T! Ask us for permission. (
