	Teaching and Technology Center Policies
	



Faculty Usage Policy
1. All full-time faculty, adjunct, and staff of Snow College may use the Center for academic and personal projects.
1.1. Academic projects take precedence over personal projects.  A person may be asked to stop working on personal projects using TTC equipment if the equipment is needed for academic projects.
1.2. All users are responsible to stay within Fair Use policy of Copyright.  The T.T.C is not responsible for copyright infringement.
1.3. Limit one personal project at a time.
1.3.1. A person working on personal projects must be with the project at all times, i.e. importing of movies.
1.3.2. Personal movie projects are limited to two hours of imported content. Special Approval may be sought for longer projects. 
1.3.3. Personal files may be deleted by TTC staff if space is needed for academic projects.  One day notice will be given by email.
1.3.4. Personal projects may be deleted after two weeks if no work is done on them.


Equipment Check Out Policy
2. [bookmark: _GoBack]Primary checkout of equipment is for academic use.  Checkout of equipment for personal use is done on a limited basis.
2.1. Checkout duration – maximum of 7 days.
2.2. Equipment may be checked out for professional development activities.
2.3. Equipment checkout is entered into the TTC Calendaring database before the equipment is issued.
2.4. Late return policy – Patron are responsible for returning the equipment in a timely manner and in complete working order.
2.4.1. If the equipment is can’t be returned by the specified time the patron must notify the TTC before the due date of the need of an extension.
2.4.2. If the equipment is not returned on time the TTC will ???
2.4.3. Second violation – written report to patron and his or her supervisor.
2.4.4. Third violation – written report and user banned from equipment check out until TTC committee approves reinstatement of privileges.
2.5. Damaged Equipment Policy
2.5.1. TTC user is financially responsible for damaged or lost equipment.
2.5.2. TTC user banned from further check out until TTC committee approves reinstatement of privileges.

Student Usage Policy
3. Students are not allowed in the Center with the following exceptions.
3.1. Faculty may bring students into the Center to demonstrate software/hardware applications.
3.1.1. Software/Hardware must be unavailable in student lab or faculty office
3.1.2. Must be scheduled with the Director.
3.2. Student Worker Access may be approved through the committee by application form.

Printing Policy
4. Faculty and staff may use printing equipment for academic purposes.
4.1. Projects exceeding 25 sheets will be charged a per sheet fee to the department.
4.1.1. Black and White letter-size prints – $0.10 per sheet
4.1.2. Color prints - $0.50 per sheet
4.2. No personal printing.
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