Policies and Rules for Portable Equipment and Facilities

· All Users must obey the polices and rules set by the Roy H. Park School of Communications.  Failure to comply with a staff request or policy may result in a Judicial Review.  “I didn’t know” is not a sufficient response or defense.

· You may reserve portable equipment for up to 72 hours based on availability.  Please only reserve equipment for as long as you need it, not for as long as you can “keep it.” All equipment must be returned 1 hour before PPECS closes. Exceptions are made only in very special circumstances.  Waivers must be obtained from the Portable Equipment and Facilities Manager in Park 114.

· You may reserve up to sixteen days in advance for portable equipment.  There is a minimum turn around time on equipment once returned. Please keep 12 hours between equipment types. For instance if you have a GY camera due back at 10:00 AM on Thursday, the earliest you may take another GY camera is 12 hours later or 10:00 PM on Thursday. ALL Cinema XTR Prod and HDV Camera request require Professor Signature. Please use form provided by scheduling.  Do not reserve equipment for pickup at closing time.  We close promptly and you may not have enough time to pickup and check all your equipment.  Any reservations scheduled for pickup less than 30 minutes before closing will be changed to reflect a suitable pickup time.

· If you are late returning equipment, you will be delinquent for a minimum of four full business, your park card will be pulled and all future reservations will be canceled.  Example: Your equipment was due back Monday morning at 10:00 am and your return it at 10:15 am.  It is late.  Someone else has missed getting the equipment you did not return.  Your park card is pulled your account is delinquent and you will get your card back until the following Monday. The day your card is taken, Monday does not count…so Tuesday, Wednesday, Thursday and Friday are the days you are delinquent….we are not open Saturday or Sunday…so you receive your card back on Monday.  Any future reservations you had will also be canceled

· The user is responsible for any and all damages to equipment while checked out in their name.  We will NOT accept “it was this way when I got it”.  The user must check their portable equipment in the breakout area before they leave the Checkout Center.  If a problem is found, we will make every effort to fix, replace or note condition on the checkout form before the user leaves the Checkout Center.  If the user does not take the time to test or check their portable equipment, they are assuming responsibility for any damage that is found when it is returned.  The user will be made delinquent and will remain so until they have met with the Portable Equipment manager and made arrangement to make restitution for parts, repairs or replacement to the damaged equipment.  The length of delinquency will be determined by the Portable Equipment and Facilities manager and/or the Director of Technical Operations. Honesty by the student plays a crucial part in this decision.  Attempts to deceive staff about the conditions or circumstances of the damage could result in the student being referred judicially.

· All Pickups or checkouts on portable equipment are done at PPECS.  Same day checkouts are NOT Allowed on Motion Picture Cameras or HDV Cameras.

· Some of our equipment and facilities require that you take a test and become certified to use.  Check with your faculty member or a Checkout Center assistant for more details.  

· All Pickups or Checkouts on fixed facilities are done in Master Control Rm. 159.

· All Future Reservations are done on line or at the Scheduling counter newly located in PPECS 113

· YOU MUST have a validated Park Card and School ID to make reservations or pickups.

· Park Cards are non-transferable.  Do not loan your park card to a friend, room-mate, class-mate or anyone you might cross paths with.  IF you do, we will confiscate your park card and you will be delinquent for a minimum of four full business days. Also, you may be referred judicially under the student conduct code should circumstances warrant.

· Portable Equipment reservations are non-transferable. (That means if you reserve it in your name, you DO NOT under any circumstances LOAN it to a classmate, room-mate, relative or anyone else you might cross paths with….YOU are financially responsible for damage or loss to the equipment.  It can also result in loss of privileges for a minimum of four full business days or possibly longer. AGAIN you may be referred judicially should circumstances warrant.)

· Equipment and Facilities must be picked up and/or returned by the person who reserved the equipment unless other arrangements are made with Portable Equipment and Facilities Manger. (This can happen only under very special circumstances)

· All portable equipment must be picked up within 90 minutes of when the reservation started. (This is done at PPECS Room 113)  At 91 minutes the system cancels the reservation and returns the equipment to active circulation for others to reserve or checkout.

· Users who wish to travel with portable equipment must obtain Travel Authorization.  Anyone traveling beyond 100 miles of Ithaca College must arrange in advance and obtain Travel Authorizations from the Portable Equipment and Facilities Manger in Park 114. Additional insurance may be required. AT NO TIME CAN EQUIPMENT TRAVEL OUTSIDE THE UNTED STATES.

· All facilities (editors, studios etc.) must be picked up 10 minutes after the reservation starts, (MCR room 159) otherwise the system cancels the reservation and returns the item to circulation All reservations must conclude 5 minutes before building closes.  

· All users for fixed facilities (editors, studios, classrooms etc.) must check in to Master Control room 159.  Failure to do so could result in the loss of your park card and use of the facilities.  Like Portable equipment these reservations and checkouts are non-transferable.  If the facility is checked out in your name, you must be in attendance AT ALL TIMES.  This is true if it is Final Cut Pro, Digital Photo Editing, Audio Production or a Studio etc.  You cannot checkout the facility and then pass the use of it on to a friend or someone else in your crew or group.  You will be held responsible for any damage or items stolen or “lost” while space was checked out in your name. You must also make sure to clean up the area before leaving. If a facility is left in unacceptable condition your park card will be held and your privileges suspended for a period of time to be determined on a case by case basis.

· You are allowed to reserve facilities (editors, classrooms, studios, etc) up to 4 hour blocks.  You may make your reservations up to 16 days in advance.

· Video/Cinema Testing polices:  You may sign up for a certification test at the newly located scheduling counter in PPECS 113. Video Tests are ½ hour blocks, Cinema test vary according to the camera.  Please arrive 5 minutes before your test begins. 10 minutes late constitutes a no show.  If you cannot complete the test within the allotted time or miss to many questions it is counted as failed.  You must wait two days before signing up for the test again.  If you no show for a test your account will be made inactive for four full business days. You may not use facilities or portable equipment during that time.

· WATCH  the walls and bulletin board for postings.  Often when demand exceeds the supply we will have to make changes to the policy.  These will be posted all around PARK HALL.  This is also true of announcements and procedures on how to checkout equipment over breaks.
· If you allow reservations expire due to no show, your account will be made inactive for four full business days. All future reservations will be canceled at that time. If you cannot use your reservation you must cancel it on line or you may do so by phoning checkout center. You must appear in person to reactivate your account. If this becomes a chronic problem, you will not be allowed to use on line scheduling.
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