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The Learning Resources Center of the Health Sciences Library loans out AV equipment
in support of LUMC and LUHS meetings that serve the health care and education
missions of the Loyola University Medical Center and the Loyola University Health
System.

1.

AV equipment reservations may be made by any LUMC or LUHS faculty,
student, or staff member with a valid LUMC ID. Upon delivery or pickup of AV
equipment, the staff member receiving the AV equipment may be asked to present
their ID. The LUMC staff person receiving the equipment is responsible for its
safety and security until the equipment is picked up by or returned to LRC
personnel.

Reservations can be made in person at the LRC service desk or by calling the
LRC phone number, 708-216-4764. Alternatively, emails sent to LRC staff will
be forwarded to the appropriate person who manages the LRC AV equipment
database. Reservations can be made between 8:00 AM and 4:30 PM, Monday to
Friday. Reservations received after 4:30 PM on weekdays, or on weekend days or
holidays, will be processed the following workday. All reservations must be
made two working days in advance of the scheduled event.

Direct delivery of AV equipment is provided to meeting sites in buildings, except
for the Stritch School of Medicine building, on the LUMC campus, between 8:30
AM and 4:00 PM, Monday to Friday. Equipment for other LUMC or LUHS
locations is available on a pick-up and return basis. Equipment will not be lent in
support of meetings that take place in locations other than LUMC or LUHS
premises. [AV support and meeting room reservations for the Stritch School of
Medicine can be arranged according to guidelines at this SSOM webpage,
http://www.meddean.luc.edu/call/BUC.htm. |

AV equipment will be delivered to meeting rooms only when meeting attendees
are present. AV equipment may not be left in meeting rooms unattended.



5. AV equipment that is requested for meetings that are scheduled prior to 8:30 AM
or after 4:00 PM, Monday through Friday, or on weekends, will be scheduled to
be delivered or picked up during LRC delivery times prior to the meeting and
pickup times following the meeting. When the AV equipment is not being used
during the meeting, it must be locked in a secure office location until LRC staff
can pick up the equipment.

6. When conflicts arise as to equipment availability or delivery or pick-up times,
priority will be given to the first reservation received. In cases, where equipment
is available but delivery and pickup times conflict with other reservations, the
requestor may be asked to pick up and return the requested AV equipment.
Alternatively, appropriate alternative arrangements may need to be made to
provide for equipment security and safety.

7. LUMC or LUHS faculty, students, or staff members, or anyone else using LRC
AV equipment are responsible for their own media (for example, videotapes,
CDs, DVDs, flash drives, etc.) used with the reserved equipment.

8. The following information is required to make an AV equipment reservation:
Name of person making the reservation

Telephone number of person making the reservation

Pager (if available) of person making the reservation

Department of person making the reservation

Name of person using the equipment

Telephone number of person using the equipment

Pager (if available) of person using the equipment

Department of person using the equipment

Date of use

Time of use

Building and room number to which the equipment is to be delivered
Date of equipment pickup or return to the LRC

Time of equipment pickup or return to the LRC

Building and room number from which the equipment is to be picked up
Equipment requested.

9. Prior notification must be received for any reservations that are to be cancelled or
for scheduling or room changes for AV reservations. Equipment may not be
moved to another meeting room without prior notification of LRC staff.
Equipment may not be left in a meeting room unattended. If a meeting ends prior
to the scheduled time, LRC staff must be notified so that we can pick up the
equipment. Someone must stay with the equipment until the LRC staff member
arrives.



