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I. Policy 

 

The following policy will govern the checkout of Equipment from the ITS Help Desk and ITS 

Media Services 

 

 
A. Equipment refers to projectors, cameras, computers, tablets, screens, and other AV and 

technology equipment. 

B. User refers to all of the following, Students, Faculty and Staff. 

C. Equipment is available for checkout and return during normal Help Desk business hours. See 

www.uscupstate.edu/its for normal Help Desk business hours. 

D. Equipment will be checked out on a first come first served basis, as available or as reserved. 

E. Laptops and Tablets may be checked out for a period of 1 week (7 days). 

1. Faculty and Staff may request the laptop or tablet for additional time 

F. All other equipment may be checked out for two days, however equipment checked out on a 

Thursday will be due back on Monday. 

1. Faculty and Staff may request the equipment for additional time 

G. Equipment will be checked out using the Resource Manager check out software. 

H. Users will be notified, at the time of checkout, the due date as well as the accompanying fines if 

the equipment is not returned by the due date. 

1. Upon checkout a notification email will be sent to the requestors USC Upstate email 

address which will include the date, time, serial number, policy and due date of the 

equipment that is being checked out in an email   

I. Fines and overdue Equipment: 

a. Equipment not returned on or by the end of business on the due date will be assessed 

a $5 fine for every University business day the equipment is late 

b. Fines will not be assessed for days the University is closed which includes weekends 

and holidays 

c. The maximum overdue fine will not exceed $100 

d. Equipment not returned within 30 calendar days of the due date: 

http://www.uscupstate.edu/its
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i. Students who do not return equipment within 30 calendar days will be placed 

on the resource ban list which will not permit the student to check out ITS 

equipment for the remainder of that academic year and a hold will be placed 

on their student account until the $100 fine is paid. 

1. Following each academic year all students who have been placed on 

the ban list will be removed and a note will be placed on the record 

in the resource manager to document the prior ban 

2. If a student who has been banned during a previous academic year 

repeats the same offense, they will receive a permanent ban and will 

not be able to check out equipment again and a hold will be placed 

on their student account until the $100 fine is paid. 

ii. Equipment will also be deemed as stolen and a certified letter will be mailed 

to the student, at the permanent address on file with the University, 

requesting the return of the equipment.  

1. If the equipment hasn’t been returned within one week after sending 

the certified letter, a police report will be opened with USC Upstate 

Campus Police and the student may be held liable. 

2. Prior to a student leaving the Help Desk or Media Services after returning overdue 

equipment, they will be informed of the fine amount and the fine will be applied in the 

resource manager check out software. 

3. Under no circumstance will a student with an outstanding fine balance be permitted to 

check-out equipment. 

4. At the end of each semester ITS will work with Student Accounts to apply any un-paid 

fines to the appropriate student accounts. 

J. Students must agree to and sign the electronic agreement form prior to receiving the equipment 

K. Returned Equipment will be inspected and any damage will be noted at the time of return prior to 

the user leaving the Help Desk or Media Services. 

L. Any damage will be noted, documented and the user will be fined for the damage as covered in 

the agreement (see Addendum 1).  

M. Students who wish to appeal fines should notify Media Services or Help Desk personnel 

immediately upon returning the equipment and a formal appeal will be noted on the fine. 

1. The Director of Client Services, the Director of Media Services or an assigned designee 

will review the appeal request and make a decision within one business day of the 

appeal being reported.  

2. Failure of ITS personnel to take action within one business day of receiving the appeal 

will result in automatic forgiveness of the fine. 

N. Laptops will have a Windows operating system installed with a current version of Microsoft 

Office.  

1. Student Equipment will contain deep freeze to prevent the computer from getting 

viruses and will not allow students to save private data.  

2. USC Upstate ITS is not responsible for lost or deleted data. 

3. Faculty and Staff Equipment will be joined to the USC Upstate domain so a valid, active 

USC Upstate username and password will be required for computer usage. 
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II. Addendum 1 
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