Research Carrels ( Guidelines on Use

The following guidelines are applicable to all research carrels within the Homer Babbidge Library.  Each person assigned to the use of a research carrel is expected to be familiar with and abide by these guidelines.  Failure to do so may result in termination of an assignment.

1. An assignment is made specifically for use as study and research space and carrels may not be used as office space and/or as storage.  The Library will not make available a list of room assignments or provide information to anyone about a specific assignment.  The Library will not accept nor deliver messages or mail to those assigned to a carrel.

2. A research carrel is assigned to a specific individual (primary occupant).  The carrel is not to be reassigned by that individual to another person, or shared with another person without specific approval of the Homer Babbidge Library.  Joint application for use may be made.  If the owner of the carrel agrees to a share his study carrel with another then the person (co-occupant) must submit an application for approval and once approved will need to pay a separate deposit of $88.00. 

3. If a joint application is made the primary occupant determines the length of the carrel assignment.

4. Assignment is made for the period of time specified in the letter of notification.  Continuation of an assignment beyond the noted timeframe requires submission of a request in accordance with specific procedures and timetables. Occupants will receive a courtesy reminder notice prior to the expiration date of their assignment, which will include instructions for requesting an extension.  (Please be aware that no extensions can be granted for temporary assignments).
5. Once an assignment has been made, we will not reassign the occupant to another space except for a medical reason.  (A letter from a physician will be required). 
6. All keys must be returned at the end of an assignment or the total deposit amount will be forfeited so that the door can be re-keyed. 

7. When your key is returned, the process to refund your deposit will be initiated.  It takes approximately 6-8 weeks for you to receive your reimbursement.  Please keep this timeframe in mind if you will be moving (particularly out of the country), around the time of your carrel expiration date.  You may want to consider returning your key before your actual expiration date in order to receive your reimbursement before you move.  Alternatively, you may leave a forwarding address to which your refund will be mailed.
8. All research carrels are subject to monitoring on a regular basis for a variety of purposes.  Those who are not making regular use of the space, or who consistently violate regulations set forth in this document, will be asked to relinquish their assignment.

9. Due to damage caused by water leaks, sapping, and neglect, plants are prohibited in the research carrels.

10. Food is permitted only in the Bookworms Cafe area.  Water is permitted provided it is contained in a screw-top bottle.  Beverages other than water are permitted in the Library provided that you use spill-proof mugs, as these beverages have a sweet odor and consistency which attracts unwanted pests.  It is our intention to preserve the Library’s collections while providing a clean, safe environment conducive to a learning/research environment.  Beverages of any kind are not to be stored in the carrel.  Any beverages left behind in the carrel will be removed and discarded.

11. In general electrical appliances such as clocks, or computers, typewriters, etc. may be used provided they operate on standard currents.  Hot plates, water heating devices, and similar appliances are prohibited.  These items will be removed.
12. Personal property is left in a research carrel at the owner’s risk.  Occupants are urged not to leave carrels unlocked or unattended with the door opened
13. All library materials in your carrel must be charged out to you and are subject to recall.  Non-circulating materials are not permitted to be left in carrels.

14. Noise must be kept at a reasonable level to avoid distracting occupants of adjacent studies.  We reserve the right to remove any equipment, which becomes a distraction.

15. All windows (in the doors) to the research carrels need to be kept clear of any obstructions and should not be covered per order of the State Fire Marshall and Building Security.

16. Please be advised that custodial staff are prohibited from entering your research carrel.  Therefore, if you need trash can emptied, please leave it immediately outside of your door.  It will be emptied by custodial staff during their next scheduled shift.

17. Per order of the University State Fire Marshall’s Office, mattress material and/or bedding materials are not allowed in the library research carrels.

18. Please remember that the Babbidge Library is a smoke-free building.
In addition, please note that all guidelines relating to the Homer Babbidge Library must be followed for research carrels.

Thank you for your cooperation.

MOTION SENSOR LIGHTING

Please note that there is a motion sensor switch that turns on the ceiling lights in your carrel.  The lights will stay on for approximately 10 minutes after you leave and then the lights will automatically turn off.

Please leave the sensor clear – DO NOT block the sensor (green blinking light) or the ceiling lights will go out while you are in the carrel, as the sensor is unable to detect motion through solid objects.

If your lights DO NOT come on as you enter your carrel, please check to insure that the rectangular on/off button is in the UP position.

IMPORTANT – PLEASE NOTE:

The on/off button needs to be left in the “ON” position.  This switch SHOULD NOT continually be switched on & off, as the automatic sensor will burn itself 

If the lights go out while you are in your carrel, all you need to do is “move”.  The sensor will pick up on your movement, and the lights will come back on.  Upon request, the sensor time can be increased to 20 minutes.

If you have any questions/concerns or need to request an adjustment on the timer of the automatic sensor, please contact Melinda at the Library Administrative Office on the Plaza Level at 486-2219.


Please see drawing below:
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(Push Button “UP” for “ON”)

LEAVE IN “ON” POSITION

CHAIRS
If you have one of the new chairs with dark green fabric, there are three adjustments which can be made: height, amount of back pressure or spring in the back, and a back stop button to stop the back from moving all the way back.  There are instructions hanging from one of the arms of the chair, but if you need help in adjusting the chair, please inform the Library Administrative Office Monday – Friday from 8 am to 5 pm.

Use of Public Datajacks in the Homer Babbidge Library

· Datajacks on Levels 2, 3, and 4, as well as some on Level 1, are active, including those in research carrels and those in public areas.

· Users connecting to these datajacks need an Ethernet card for their computer and a standard Ethernet cable.  Both can be purchased from the UConn Co-op.

· Machines using a modem will need a voice connection.  Voice jacks in the research carrels (and the public areas) are not lit.  Research carrel users should contact x6-2696 Telecommunications to arrange a phone line in their own name.  

· Computers connecting to the UConn network at the Homer Babbidge Library need to set their computer network settings to obtain an IP dynamically via DHCP.  Users with Windows 95, NT, 3.1.1 or other operating systems should contact the UCC Help Desk (486-HELP) for instructions.

· Please contact the Library/ITS Help Desk (486-5949) for assistance connecting to the network, computer configuration questions, or for other PC problems.
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