NARRAGUAGUS HIGH SCHOOL

PHOTO ARTS I

DIGITAL CAMERA SIGN OUT PROCEDURE

Each digital camera with its peripheral equipment (memory card, USB cable, 2 re-chargeable batteries), is an educational tool and should only be used in that capacity.  In order for a student to sign out a camera to take home, a parent/guardian and the student must sign the bottom of this form in acknowledgment and acceptance of the procedures and responsibilities associated with this procedure.

Sign-out

Students will be assigned a specific (numbered) digital camera to be used for the course of the school year.  This is the only camera that the student may sign out to take home.  Students are responsible for the safe-keeping of this camera – to keep the camera and its peripherals safe from damage and theft.

Cameras should be locked up at all times when not in use (i.e. in the locker room, during non-photo classes).

Return

The digital camera and its peripherals will be signed back in at the end of the fourth quarter.  Failure to check the camera back in on time will result in a bill (sent home) for the cost of a replacement camera (and any missing peripherals).

Care of Digital Cameras and Peripherals

· Mishandling of the digital camera could result in loss of use privileges.

· The cameras belong to MSAD#37.  They are on loan to use as a tool for learning.

· Do not put the camera in your backpack unless it is in a protective case. It is likely to get knocked around and damaged when it is not protected in a case.

· Protect the camera from the weather.....Protect it from becoming wet, cold and/or hot.

· Do not expose the camera to food or drink.

· Handle the camera with care. 

· Use only the USB cable and SD memory card assigned to the camera. Do not damage the camera by forcing other cables or objects into the open ports. Use care when connecting or removing these devices.

· Do not mark the camera in any way with markers, stickers, etc.

Cleaning

· Wipe the camera surfaces lightly using a clean soft cloth or micro-fiber cloth ONLY.

· Do not use water or other cleaning solutions on the camera.

· To keep the viewing screen clean, do not touch it with your fingers.

Responsibility

If the camera is stolen while signed out to the student, it should be reported to the local police authorities and the Principal of the school immediately.  Replacement costs and/or the repair for damages that occur to the camera and/or its peripherals while it is signed out are the sole responsibility of the undersigned parent/guardian. Your son/daughter will not be allowed to sign out a camera until this form has been returned to the school. Failure to comply with the Narraguagus High School’s Digital Camera Sign Out Procedure/conditions may result in sign out privileges being revoked. 

I have read and hereby agree to the procedures and expectations of the Digital Camera Sign Out Procedure as outlined above.

Printed Student Name:  _______________________________________

Student Signature:  ___________________________  Date:  __________

Printed Parent / Guardian Name:  _________________________________

Parent / Guardian Signature:  _____________________  Date:  __________

Camera # Issued:  ___________

Initial of Student at Check-out:  ______________

Initial of Teacher at Check-out:  ______________

Date of Camera Return:

