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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

IN-HOUSE DUPLICATING

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
All in-house duplicating is either done on a copy machine or offset press, depending on the number of copies needed.

2.00
SPECIFIC STATEMENTS

2.01
Only under special conditions should individuals do their own copying.  Multiple copies, including tests, should not be copied on the copier in the Administrative Complex.

2.02
Materials to be copied are placed in the Director of administrative and Faculty Services’ mailbox.

2.03 Special care will be given to examinations to ensure security.  The examinations  

            should be marked as such or placed in a large envelope marked “examination”.

2.04 The following information is needed when materials are turned in for copying:

(1) name of person making the request

(2) number of copies needed

(3) when copies are needed

(4) special instructions (color of paper, enlarge/reduce, collate/staple, make transparencies, etc.)

2.05
To have copies on time, material must be turned in 24 hours before it is needed.  Material needed on Monday should be turned in on the preceding Thursday.

2.06
Night instructors must plan in advance.  Needed material can be left with the receptionist and be ready by the next class period.

2.07
Books and copyrighted materials should not be copied without permission from the publisher of the copyrighted materials.  The college assumes no liability for faculty and staff making illegal copies.
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