Kentucky School for the Blind Outreach Assistive Technology Lending Library Policies and Procedures Manual

Purpose Statement: The Kentucky School for the Blind Outreach Assistive Technology Lending Library makes a variety of assistive technology devices available to borrow for teachers of students with visual impairments and their public-school students with visual impairments in Kentucky. 
Who Can Request AT from the KSB Lending Library?

Teachers of Students with Visual Impairments or Orientation and Mobility Specialists teaching public school students, PK-21, in the state of Kentucky. 
How to Request:

Patrons of the KSB AT lending library may find a list of products offered on the website. When a desired product is found, email ksb.at@ksb.kyschools.us to inquire whether it is in stock.
How to Get:

· The loan period varies depending on the equipment, demand, and time of year. Most often, the minimum loan period is two months.
· When the equipment is available, the patron will be notified that it is
ready for pick up at the KSB lending library. Lending library staff may also organize with the lender the most appropriate method of distribution. The lent item may be mailed by Free Matter for the Blind through the United States Post Office.
· If the postal service is used for items that are $500 or more, we request that the school district pay for insurance.


Patron Responsibilities While Borrowing

· When possible, the patron should hold on to the boxes in which the items were mailed for return shipment to the KSB lending library. 
· Patron shall notify KSB lending library staff for set-up assistance and/or use as needed.
· KSB lending library equipment provided on loan is for in-school use only and/or may be used at home under the discretion of the teacher of the visually impaired.
· If an item needs repair while on loan to a district, the patron should immediately contact the KSB lending library staff.
· Equipment requiring repair may have to be returned to the lending library. Please note that some products have a limited warranty period. 
· The KSB lending library will cover the cost of repair of most equipment that may
have become damaged as a result of acceptable student usage. 
· Replacing batteries are not considered a repair. Patrons are responsible for
replacing batteries.
· It is suggested to keep data on the usefulness of the device with the student. This data can be used to make a strong case when it is time to request a purchase from the school district or other organization.
· If the patron would like to allow a colleague to borrow the device for use with their student who is blind or low vision, inform the lending library staff of this transfer.
· If the patron uses a password to gain access to the device, the patron must decommission the password on the device before returning it to the AT lending library.
	Damages:
· Patron shall notify lending library staff of any damage, missing parts or other issues relating to equipment while on loan. 
· If equipment has been damaged as a result of abusive or neglectful use, fire, storm or other catastrophes, the KSB lending library may require the school district and/or agency to pay for the damage and/or replacement cost.
· Equipment that shows signs of abuse may warrant written notification to the district’s Director of Special Education and/or Superintendent regarding the condition of the returned items.
· It is expected that all pieces of the device that was initially lent out, such as cords and flash drives, are to be returned. If any parts are missing, the patron will be asked to replace missing items.
	
How to Return

· The patron must arrange to return items in excess of $500 value in-person to the KSB lending library. Pick-up arrangements can occasionally be accommodated. Some products may be sent through the US postal service but the patron or school district will pay for shipping insurance.
· All equipment parts, such as kits, should be sent in one box. Failure
to do so may result in the equipment not being credited as returned
by the patron.
· Renewal: Although not guaranteed, KSB lending library patrons may renew equipment that are needed beyond the return due date via communication through the lending library email address: ksb.at@ksb.kyschools.us 

KSB Lending library Will Conduct Physical Inventory

· The KSB Lending Library will conduct a physical inventory of all equipment on a yearly basis.
· By conducting a physical inventory, the KSB Lending Library validates the accuracy of its records and verifies stock and/or rectify errors. This process also aids in forecasting the purchase of new equipment.
· The physical inventory will occur during the summer after all books and
equipment have been shelved and requests have been filled.
· KSB Lending Library staff and/or their designees will conduct the inventory.
· Discrepancies will be corrected.




Please sign below in agreement with the following statement: I understand the policies and procedures manual as stated above and will adhere to its guidelines.



_________________________________				____________
Borrower's signature							Date
(digital or typed signature is sufficient if sent via email from the borrower)
