CHECKOUT PROCEDURE

As a student, you must follow these steps in order to prevent a hold on your record:

1. Obtain equipment list/loan agreement form from instructor or stockroom personnel.

2. Have the assigned locker checked out by the instructor during your regularly scheduled checkout lab period.  If you cannot checkout on or before that period, you will be penalized (see below).  Under special circumstances, like family or personal emergency, the penalties might be waived if you have documentation.

3. Show the stockroom personnel the equipment list/loan agreement with the instructor's signature.

4. Pay for any breakage at the cashier’s window at Administration and Records.  

5. Show the stockroom personnel your payment receipt.  You will be given back the yellow checkout slip(s) for the breakage, and the signed equipment list/loan agreement.

6. For your records in case of a dispute, please keep (a) the signed-out equipment list/loan agreement, and (b) the yellow checkout slips for the breakage.

PENALTIES

A hold will be placed on your record two weeks after the last day of the quarter if you do not check out on or before the regularly scheduled checkout period and/or you fail to pay for breakage made during the quarter.  

Failure to check out will incur a $20 penalty.  If the provided combination padlock is not returned, you will be charged  an additional $15.  

Once a hold is placed on your record, you cannot register or request a transcript.  Any payments due according to the above must be made before a hold is released.  Once you make the payment, remember to ask the cashier to release the hold right away.
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