Jackson Library Kindle Policy
Who May Borrow a Kindle:

· Currently, Kindle circulation will be limited to Upper School students as well as all BA faculty and staff.

Check-Out Procedure:

· Kindles may be requested with Ms. Coffta, the Upper School Librarian, at the Jackson Library Reference Desk.

· The user must read, comply with and sign the Jackson Library Agreement Form.

Check-In Procedure:

· The Kindle must be returned to a librarian at the Reference Desk.  In the event that Ms. Coffta is not at her desk, the Kindle must then be returned to a librarian at the Circulation Desk.  
· The librarian will do a visual check to ensure that the following Kindle items are returned in proper condition.  
· The Kindle with colored cover and black outer case.
· Charge cord (USB cable AND power adapter).
· Operational instructions.
· NEVER LEAVE THE KINDLE UNATTENDED AT A LIBRARY SERVICE DESK NOR RETURN THE KINDLE IN THE BOOK DROP. 

Circulation:

· The Kindles are available on a first-come, first-served basis.   
· Holds may be placed on Kindles at any library service desk.
· The Kindle loan period is two weeks.  
· Kindles cannot be returned late.  If a user disregards the loan period, future check-outs may be denied or late fees may apply.
· Renewals are not allowed.

Using a Kindle:

· Kindles will come preloaded with a selection of popular fiction and nonfiction.  
· Users are not allowed to add or delete content.   
· Extreme care must be taken to prevent the Kindle from being damaged.

· Do not pile other books or materials on the Kindle.  This may damage the screen.

· Never leave the Kindle in a car or outside for an extended period of time.  Extremes in hot and cold temperatures will damage the Kindle.

· Users may request a new title be loaded onto a Kindle with this form.

· If a user has any questions or needs further clarification, that user should see Ms. Coffta at the Reference Desk.
