TRINITY VALLEY COMMUNITY COLLEGE

HEALTH SCIENCE CENTER

LIBRARY/AUDIOVISUAL POLICY

1. A current TVCC ID, Gold Card, or Texshare card is required for all transactions.  A maximum of five books may be checked out at any one time.  Books are checked out for a period of four weeks and cannot be renewed until they are on the shelf for 24 hours.  

2. Overdue fines (25 cents per day excluding holidays and weekends) must be paid prior to taking a unit examination and/or prior to checking out additional books.

3. Students must request computer software by title and number.

4. Students must sign in and out all audiovisual/computer simulations in the Audiovisual Sign-In clipboard in the media center. Students should only sign out one audiovisual at a time.  Audiovisual and computer software may not be checked out overnight.

5. Children are not allowed in the Health Science Center Library while the student is viewing audiovisuals, looking up articles or books, or while studying.

6. The HSC library should not be used for through access to the office.  

7. Efforts should be made to keep the library quiet at all times.  

8. There is a Xerox machine in the library for student use. Copies are 5 cents a copy, with 10 cents for a two-sided copy. Pay the library staff for copies made.  

9. The Xerox machine can be used to scan and e-mail to a TVCC e-mail address.  This service is free.  The Xerox machine can be used to scan and e-mail to a TVCC e-mail address.  This service is free.  Press the Services Home button.  Select the E-mail option.  Select New Recipient and enter the e-mail address and select add or select Favorites and choose one of the pre-entered e-mails and add.  Press start.  When successful, the message “Complete” will appear.  You cannot scan to any e-mails other than a “@tvcc.edu” e-mail.  To scan and save to a flash drive or print from a flash drive, insert the flash drive in the designated area on the left.  Select the option desired and follow the instructions. 

10. The computers in the library and media center print to the printer in the library. Copies are 5 cents a copy.  Before printing PowerPoint slides, select the “handouts” option and then “6 slides to a page” to avoid wasting paper. 

11. For programs using clickers, students must pick up their assigned clicker from the HSC library or distance learning monitor in Athens. All clickers must be returned by the end of the class day.  Overdue clicker fines ($1 per day excluding holidays and weekends) must be paid prior to taking a unit exam.  
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