University of West Alabama

Julia Tutwiler Library

Circulating Equipment Policy



The Julia Tutwiler Library has technological equipment that may be checked out; circulating equipment includes three projectors, three projector screens, three laptop computers and accompanying connection cables.  The equipment is not for personal use. 
University faculty and staff may check out equipment for use with in-service education programs or other university-related community activity for a period of week or longer if approved by the director.  University faculty and staff may also check out equipment for classroom use for a period of one day.  The director must approve longer checkouts.  
UWA Faculty members have priority.  Community leaders may use laptops when not reserved for faculty, but it must have the approval of the director.  Equipment may be checked out for 48-hour periods or longer if approved by the library director.  Community leaders must be able to use the equipment before checking it out.  
The borrower is responsible for any damage, loss, or theft of the equipment.  No software should be installed on the laptops.  Reservations must be made through the library director’s secretary, and they should be made at least one week in advance. The borrower must sign this form indicating that he or she understands the policy.  
 

I have read the policy above. I understand and will abide by it. 
 
Signature____________________________________________________________
 
Please Print: 
Name __________________________________________  Date ________________
Address/Station __________________________________ Phone/Ext.____________
Date and time to be returned _____________________________________________
Name or initials of librarian/staff checking out equipment ______________________
Equipment checked out:
Laptop # _______
                                Projector# ______
	Check Out
	 
	Check In
	 
	
	Check
Out
	 
	Check In

	 
	1 Laptop
	 
	 
	
	 
	1 Instruction Booklet 
	 

	  
	1 Power Pack
	 
	 
	
	 
	1 Video Cable
	 

	 
	
	 
	 
	
	 
	1 Power Cord
	 

	 
	
	 
	 
	
	 
	1 Remote 
	 



                                                 Screen # _______
Date and time returned ___________________ Condition _________________________
Name or initials of librarian/staff checking in equipment __________________________
X:\Library Policies\Circulating Equipment Policy.doc
Revised 10/28/09

