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Policies

Borrowing services is limited to actively-enrolled Seneca students only. Borrowers
(interchangeable with student) are responsible for making their own equipment reservations
in person; the ITS Service Counter staff do not support email bookings or phone requests for
equipment loans. Each borrower is permitted to borrow one (1) laptop, camera, and tripod at
a time. Borrowing of multiple laptops, cameras and tripods are not permitted. There will be a
one (1) day rest period in between loans of the same equipment type.

Borrowing and Returning Process

A valid Seneca OneCard is required, without exception, to borrow equipment. All equipment
must be returned to the same ITS Service Counter from which it was originally borrowed. At
the time of lending and returning, the condition of the equipment and the presence of all
peripherals will be reviewed by ITS Service Counter staff. The borrower will be required to
wait at the ITS Service Counter while this process is completed. If the borrower choses to
leave the ITS Service Counter during the return of equipment, the borrower assumes
responsibility on all missing items and damages found. The borrower’s loan account will be
flagged until the matter has been resolved.
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When checking out equipment for group projects, the group must designate a group member
responsible for checking out the necessary equipment. It is the responsibility of that
individual to oversee the use of the equipment and to ensure that it is returned to the ITS
Service Counter in good working condition by the required due date. If the equipment is
returned late, the penalty will be applied to the account of the person who signed out the
equipment. Any discrepancies remain with the group to resolve amongst themselves.

Under no circumstances should equipment in the borrower’'s possession be given or loaned
to any other person, even to be returned. All equipment transfers must be handled through
the ITS Service Counter.

ITS Service Counter personnel reserve the right to limit or deny the lending of equipment
depending on a student’s borrowing history.

All equipment borrowed has a return date. Past due charges are applicable.

Laptops are to be used according to the Information Technology Acceptable Use Policy found
at https://www.senecapolytechnic.ca/about/policies/information-technology-acceptable-
use-policy.html

Liability
If equipment is damaged, stole or lost, the borrower assumes full financial liability to cover
the cost of either the repair or replacement. The cost incurred will be capped at $1000. In

addition, the student will be flagged suspending any future loan requests until the matter has
been resolved.

While ITS Service Counter personnel do check equipment for damages, it is the borrower's
responsibility to thoroughly check all equipment upon issuance. Once equipment is loaned to
a student, they assume responsibility for any damage to equipment while in their
possession. If you find any problems during this check, you must inform ITS Service Counter
within thirty (30) minutes of the equipment being signed out. You will not be held responsible
for equipment problems reported within thirty (30) minutes of being signed out, unless
equipment is in noticeably different condition than when signed out.

Equipment found to be unattended and unsecured will be confiscated. The borrower will be
flagged and suspended from any future loan requests until the matter has been resolved.

Availability

All equipment is available on a first-come, first-served basis and cannot be reserved ahead
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of time. On very rare circumstances, supply and demand may create situations of extreme
need. During times of extreme need (special events, major assignments, midterms, final
exams, etc.), the ITS Service Counter may enforce shorter loan periods and has the right to
recall equipment that has been checked out.

Hours of Operation for each ITS Service Counters:

Newnham and Seneca@York Campuses King and Markham Campuses
Monday to Friday: 7:30 a.m. to 9:00 p.m. Monday to Friday: 7:30 a.m. to 7:00 p.m.
Saturday and Sunday: 9:00 a.m. to 4:30 p.m. Saturday and Sunday: Closed

Loan Periods

Loan periods — by default for 3 days maximum

Late Return Penalties

Equipment not returned by the date it is due back will be subject to the Late Returns Penalty

(see charges below). Borrowers will be notified by automated email reminders (email is sent
to your student email address: xxxx@myseneca.ca) if their loans become pas due. Past due
fines will be capped at $1000.

Equipment Fine
Laptops $20.00 / day
Cameras $5.00 / day
Tripods $5.00 / day
Phone Cables $5.00 / day
Mice $5.00 / day
Lavalier Microphones $5.00 / day

Student Conduct Office - Escalation

Students with outstanding returns and/or fines will be suspended from future loans from the
ITS Service Counters until the matter has been resolved. Matters not resolved by the
Manager, ITS Client and Audio Visual Services, will be escalated to the Student Conduct
Office. The Student Conduct Office will further investigate the matter. The Student Conduct
Office has the authority to flag the borrower’s academic record, impacting the borrower’s
ability to add courses, enrollment and credential and transcript requests. Once the matter
has been resolved, the Student Conduct Office will have the flag removed from the academic
record.

Fines and Privilege Appeal Process

Disputed fines and loan privilege matters are to be referred to the Manager, ITS Client and
Audio Visual Services.
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Gino Franceschetti, B.Ed, M.Ed
Manager, ITS Client and Audio Visual Services
Information Technology Services gino.franceschetti@senecapolytechnic.ca

Note: You can download the PDF version of this policy, ITS Service Counter Loaner Services
- Policy.pdf
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