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E-Reader Circulation Procedure 
 
Walla Walla Public Library loans the following e-readers for patrons to experience downloadable books:  
 Kindle Touch (2) 
 Nook Tablet (1) 

When not in use, e-readers will remain charging behind the circulation desk.  Supervisors are available 
to help check in and out if the circulation desk is busy. 
 
Holds 
 Staff may place a hold for patrons on one e-reader at a time 
 Notify patrons by phone when e-reader becomes available and remind them that they will have 

5 open days to check it out before the hold is canceled 
 

Checking out 
1. Verify patron is 18 years or older 
2. Verify patron has no current fines or overdue items 
3. Have patron fill out and sign Electronic Device Circulation Agreement 
4. Verify patron name, card number, address, and phone number match information on account 

a. If there is a discrepancy, ask birth date to confirm identity and update account 
5. Fill out checklist on reverse of Electronic Device Circulation Agreement.  With patron looking on, 

demonstrate that: 
a. E-reader turns on 
b. E-reader is loaded with 6 books 
c. All components are present and in good condition 
d. Make any notes as needed 

6. Photocopy Electronic Device Circulation Agreement.  Give copy to patron and file original in 
eBooks binder at circulation desk 

 Patrons may have one e-reader out on their account at a time 
 The loan period is 3 weeks 
 There are no renewals 
 Check-out is required for use in the library 
 DO NOT THUMP 

 
Checking in 
 E-readers must be returned to a staff person at the circulation desk or the information desk 
1. Retrieve Electronic Device Circulation Agreement from eBook binder at circulation desk and 

complete checklist on the reverse 
2. Do not check in unless all components are returned in good condition 
3. If any item is lost or not in good condition, charge replacement fees 
4. If e-reader is returned in book drop, charge $25 fee 
5. Have supervisor prepare e-reader for next use 
6. Plug e-reader in to charge battery 
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Fees 

Replacement Fees 
Total Replacement of Kindle Keyboard $ 245 
Total Replacement of Kindle Touch $ 210 
Kindle Case $ 31 
Kindle Screen Protector $ 5 
Kindle USB Cable $ 11 
Kindle Power Adaptor $ 17 
Total Replacement of Nook Simple Touch $ 130 
Total Replacement of Nook Tablet $ 295 
Nook Case $ 14 
Nook Screen Protector $ 5 
Nook Simple Touch USB Cable $ 11 
Nook Simple Touch Power Adaptor $ 11 
Nook Tablet USB Cable $ 17 
Nook Tablet USB Cable + Power Adaptor $ 28 

Other Fees 
Overdue  $ 5 per day, up to $50 
Book Drop Return $ 25 

 
 


