Media Room Policies/Procedures
Purpose:

ECI has obtained funding through the Virginia Beach Foundation to create an interactive and fully accessible Media Room for persons with disabilities.  Usage of the Media Room and its equipment will assist individuals with disabilities that are unable to purchase their own computer or require access to specialized, adaptive equipment that may not be readily available.  In addition, access to information on assistive technology, independent living and disability culture and history is also not readily available in the community and is a part of the video library.  The Media Room will be available beginning March 16, 2009.

Persons with disabilities may request training on using adaptive equipment/software through their Independent Living Coordinator.  Training on Microsoft Office is not available through the Endependence Center and may be available through the public library.
Scheduling/Reservations:

· Media Room will be available between 9:30 am and 4:00 pm, Monday through Friday.
· Reserving the Media Room assures that the computer will be available for use and the computer can be reserved for up to 2 hours 1 day a week.
· Contact Linda Johnson or Cheryl Simpson to reserve the room at 461-8007 at least 1 working day prior to the day you would like to use the room.  Carol Crabill will serve as backup for reservations when Linda or Cheryl is not available.
· Reservation information (Name/Phone Number/Equipment Reserved) will be inputted into the Media Room calendar in Outlook.
· It is encouraged that the room be reserved on a day when the participant is coming to the Center for another activity (either before the activity begins or after the activity is over), especially if transportation assistance is provided to cover both activities.

· The Media Room will be available to the public on a first come, first serve basis when not already reserved up to 2 hours a day.  There is no guarantee that the Media Room will be available as it may already be reserved.  Those that have reserved the Media Room have priority over the usage of the equipment.   Media Room availability needs to be verified by Linda Johnson, Cheryl Simpson or Carol Crabill and inputted into the Outlook calendar.  Transportation assistance/tickets will not be provided to walk-ins.
· Transportation tickets will only be provided (if consumer meets the criteria) when the room is scheduled.

· If a group (i.e., advocacy group) would like to schedule the room and there are more than 2 people working on the computer, room can be reserved for up to 4 hours.
· If a participant experiences a delay in transportation pick up from ECI and the Media Room is not in use or reserved, a participant can request from Linda Johnson or Cheryl Simpson permission to use the room while waiting for their ride.

· Each participant will be provided with one (1) CD Rom (CDR) and a case with his or her name on it to use to save documents each year.  A log will be maintained of those that have received CD’s with the date of distribution.  The CD is the responsibility of the participant and they should bring it each time they use the computer.  If the CD is lost, it is the responsibility of the participant to replace it. 

Media Room Usage (Media Room is available for the following):
Computer

· Watch TV via Easy TV

· Access personal e-mail accounts
· Internet usage (personal e-mail, job/employment sites, research, current events)
· Type documents using Microsoft Office (Word, Excel, PowerPoint, etc) 

· Scan documents
· Open/Read/Write documents on CD’s or flash drives (personal property of the consumer)
· Print documents (participant will be provided with 10 pieces of paper at each visit)
· Use adaptive software products that are installed on the PC

· Save documents to CD or a personal flash drive (personal property of the consumer)
TV/VCR/DVD (once TV and videos become available)
· Watch Independent Living Videos via DVD or VCR

· Watch movies that are disability related

Desk

· Use space to read or write

· Review materials in room

Swap Books

· Swap books that are on the Swap Book Shelf (coming soon) 

Computer Do’s & Don’ts

DO

· Sign in/out when using the Media room on the sign in sheet

· Reserve room in advance to assure availability
· Keep area neat and clean

· Use only programs available on the computer

· Save and/or print documents worked on (documents will not be kept on the computer after your session)

· Ask for permission if have a device you would like to access or use on the computer

· Ask questions if unsure of how to do something 
· Ask for Media Room staff, if you receive an error message

· Bring your CD each time the computer is used for saving documents
· Follow instruction sheets (located by the computer) for how to operate the equipment
· Complete evaluation form (optional)
DON’T
· Eat or drink while using the computer or scanner/printer

· Download any programs, tool bars, etc.  on to the computer (MySpace, Instant Messenger, music, videos)
· Visit pornographic sites
· Attach any device (camera, flash drive, etc.) to the computer without permission from Linda Johnson or Cheryl Simpson

· Keep personal files on the computer after finished with session.  All information saved should be saved on the CDR and the file will be deleted from the computer after the consumer leaves. 

Policies:
· If computer is used to view pornography or to download programs, etc., the consumer will receive a warning the first time.  If after a warning, the consumer continues to use the computer to either view pornography or download programs, etc., they will be restricted from usage of the Media Room for a period of time, to be determined.

· If equipment is abused or Do’s/Don’ts are not adhered to, the consumer will receive a warning the first time.  If after a warning, the consumer continues this behavior, they will be restricted from usage of the Media Room for a period of time, to be determined.
· The Endependence Center reserves the right to change the policy and procedures as needed.

Forms: 
· Media Usage Sign Up Form

· Evaluation Form

· CD Distribution Form
Media Room

YOU NEED TO:

· Sign in and out when using the Media room (Sign in sheet is on the clipboard in the Media Room
· Reserve the Media Room at least 1 day before using it
· Keep the work space neat and clean

· Use only the software on the computer

· Save and/or print documents before leaving 
· Ask for permission to use a device you have brought to use on the computer

· Ask questions if you don’t know how to do something 

· Ask for the Media Room staff, if you have an error message on the computer
· Bring your CD each time you use the computer to save documents

· Follow the instruction sheets (located by the computer) for how to use the equipment
· Complete the evaluation form (optional)
YOU CANNOT
· Eat or drink in the Media Room while using the computer or scanner/printer

· Download any programs, tool bars, etc.  on to the computer (MySpace, Instant Messenger, music, videos)

· Visit pornographic sites
· Attach any device (camera, flash drive, etc.) to the computer without permission from Media Room staff.
· Keep personal files on the computer after finished with your session.  
I have read and understand the Media Room Policies and Procedures and agree to abide by them.

________________________________________________

_______________________________

Consumer’s Signature







 
Date

________________________________________________
Staff:_________________________________
Print Consumer’s Name







Consumer received a copy of the Media Room Policy/Procedures
YES
NO

Consumer received a copy of the Can and Cannot List


YES
NO

Consumer received a blank CD Rom and case



YES 
NO
