
CSUSM VISUAL & PERFORMING ARTS DEPARTMENT 
 

S T UDENT  RES PONS IBILIT IES  DURING C HE C K -OUT  HOURS  
 

A .  V PA  T echnical S upport and Equipment C heckout is  located in A rts 2 3 9 a.  
S tudents  must be available to pick-up and/or return equipment or reserve 
facilities and/or equipment during posted equipment checkout times . .  T he 
cut-off  time for check-out and/or check-in w ill be thirty minutes before the 
established clos ing time of the check-out room.  
 

B.  It is  the student’ s  responsibility to inspect and conduct a thorough prep of 
all equipment during check-out hours to verify that reserved equipment is  
on hand and is  w orking properly and is  in good condition.  

 
C .  Malfunctioning equipment and/or parts missing from equipment packages 

MUS T  be brought to the attention of  the Departmental S taff .  
 

D.  T he check-out attendant w ill input all out-going equipment into the 
Department’ s database.  A  printout w ill ref lect w hat the student is  
responsible for and the date that it must be returned.  
 

E .  T he student w ill review  and s ign the printed computerized copy of  the 
Equipment C heckout Invoice.  
 

F.  Detailed explanation of  the equipment check-out process may be found in 
the V PA  EQUIPMENT  RES ERV A T ION A ND C HEC K OUT  PROC EDURES  form.  
 

LOS T ,  S T OLEN,  BROK EN ,  or DA MA GED EQUIPMENT /PA RT S  
 

A .  S T UDENT S  BOR ROW ING DEPA RT MENT A L EQUIPMENT  A RE 
RES PONS IBLE FOR A NY  T Y PE OF DA MA GE OR LOS S  of equipment and/or 
parts that may occur w hile in their possess ion and MUS T  REPORT  any 
damage or loss of equipment and/or parts to the responsible engineer.  T he 
engineer w ill provide the exact cost of  the damage or loss,  T O BE PA ID BY  
T HE S T UDENT  before the end of the current semester,  and send a report to 
the student,  the course instructor,  and the V PA  T echnical Director.  

 
B.  In the case of  LOS T  or S T OLEN equipment,  the student MUS T :  

1 .  Immediately f ile a report w ith the appropriate police department;  
2 .  Provide a copy of  the police report to the V PA  C heckout and 

T echnical   S upport;  
3 .  File a S tolen Item Report form at the V PA  C heckout and T echnical 

S upport;  



4 .  Meet w ith T echnical Director to explain all details  pertaining to the 
alleged incident;  

5 .  Meet w ith the Univers ity’ s  Property S urvey Board,  if  requested,  to
 explain the circumstances of  the loss .  

6 .  A rrange to reimburse the Department for the full value of 
all miss ing equipment checked-out to the student.  

 
A .  If  departmental equipment becomes DA MA GED during the period of 

check-out,  the student MUS T :  
1 .  File a Damaged Equipment form at V PA  C heckout and T echnical 

S upport 
2 .  Meet w ith T echnical Director and arrange to reimburse the 

Department for the repair or replacement of the damaged item(s).  
 

EQUIPMENT  RET URN POLIC Y  
 

A .  EQUIPMENT  MUS T  BE RET URNED ON T IM E.  A ny student w ho fails  to return 
equipment on the date,  as  indicated on the check-out form,  w ill receive a 
w ritten notice regarding the violation of this  policy.  A  second infraction w ill 
result in the student being denied further check-out privileges .  It w ill be the 
responsibility of the student to make arrangements  outs ide the Univers ity to 
secure the necessary equipment in order to f inish his/her project.  T he 
student may also be penalized in his/her course grade,  at the discretion of  
the instructor,  if this infraction causes a delay or setback in other student 
productions .  

 
B.  EQUIPMENT  MUS T  BE RET URNED DURING  S C HEDULED C HEC K -IN HOURS .  

T he student must deliver all equipment,  as  lis ted under his/her name on the 
check-out form,  no later than the due date,  as  indicated on the check-out 
form,  to the equipment room during posted hours ,  located A rts  2 3 9 ,  for 
c learance.  T his  process  involves inspecting each item for miss ing parts  
and/or overall w orking condition.  

 
C .  Due to security issues,  dropping-off  equipment and leaving it unattended in 

the department off ice,  c lassroom,  hallw ay,  or staff  off ice prior to or after 
regular check-in hours is  prohibited.  V iolation of this  policy may also lead to 
suspension of  equipment usage.  


