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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

AUDIO-VISUAL CENTER

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
All audio-visual supplies, except those housed by departments, and most audio-visual equipment is housed in the Learning Resource Center (Library).  Video


equipment and selected other audio-visual equipment is housed with the Director of Administrative and Faculty Services.

1.02 Equipment checked out should be returned as soon as possible after use.

1.03 If audio-visual equipment is to be used off campus for an extended period of time, the Audio-Visual Director must be notified.

1.04 If audio-visual equipment is not functioning properly, notify the Director of the Learning Resource Center or the Director of Administrative and Faculty Services shall be notified.

1.05 Replacement bulbs and parts are maintained by the Director of Administrative and Faculty Services.

1.06 The Director of Administrative and Faculty Services shall service broken or damaged audio-visual equipment.
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