Procedures for checking out a Hotspot:
1. Pull up patron account. Confirm the patron is an adult. Confirm a signed Hotspot Lending Agreement is on file. If one is not on file, provide the patron with a copy of the Lending Guidelines and Agreement. Witness their signature on the agreement. They keep the Guidelines for their records. File the signed and initialed agreement in the office. Confirm they have not borrowed/returned a hotspot within the last 14 days.
2. Verify patron address and identity via current government issued picture ID. The address on the ID must match the address of the account. If the ID’s address does not match the address on file, they must present other current proof of address.
3. Open the case of the device being checked out. Confirm it contains the device, a laminated instruction sheet, and an AC adaptor with Velcro tie around the cord.
4. Remove the device and power it on. 
5. Confirm the device network and password as displayed on the device’s screen matches the network and password in the instructions on the case.
6. Power down the device, return it to the case, and check the device out to the patron. 
7. Verbally remind the patron the device cannot be renewed and must be returned to the circulation counter (not in the return box) by closing time on the date due. (For example: “The hotspot kit must be returned at the circulation counter by 6:00 p.m. on July 9th.”)

Procedures for checking in a Hotspot:
1. Receive the case from the patron. Confirm it appears in good physical condition and with all obvious components: device, AC adaptor, Veclro tie around the adaptor cable, and laminated instructions within the case.
2. Confirm the device is not currently on (power light isn’t blinking green).
3. Turn on the device.
4. Confirm the device powers on, that it shows a network signal, and that the device network name and password match the information on the case.
5.  Proceed to check-in the device; add a local note to the patron account indicating the date of return.
6. If the battery indicates a low charge, take it into the office to be fully charged before being returned to circulation. If the battery level is at 75% or above, power it down and reshelve for circulation.
