
Reservations
To reserve equipment, you must simply email 
your name, equipment needed, and the day you 
plan on checking it out, to the email address: 
aicasv.cage@gmail.com.
Reservations end at 12:00pm everyday, and 
are available to any student afterwards. Students 
are only able to reserve equipment ONCE a 
week. You may reserve any available equipment 
that is necessary to your class project, and that 
you're qualified to checkout. If you plan to cancel 
your reservation, please notify us asap, so that 
we can update our schedule.

TV Studio/Edit Suites
TV studio use requires a studio-use qualification. 
To reserve the studio/suite, you'll need to stop by 
the Cage or email us and include: your name, the 
day you want to reserve the studio/suite – and 
we'll book it for you. On the reservation day, you 
will need to leave your student ID at the Cage to 
hold your reservation slot. Edit suites may be 
reserved for up to 4 hours at a time. Below are 
some of the rules for the TV studio/edit suites.

• No food/drink
• No guest without a host (current staff/ 

students/ faculty)
• You are required to place back any equipment 

moved and remove any tape used on the floor
• Do not unlock or prop open the door(s) without 

the consent from a Cage employee

Check-Out: ID Required
To check out equipment, student must 
be currently enrolled and present a 
valid Art Institute of California - Silicon 
Valley ID Badge with a sticker for the 
current quarter. No exceptions. Please 
note that the Cage student workers 
who do not enforce this policy may 
be terminated. 

Equipment Renewals
Renewals allow equipment to be checked out for 
one additional check-out day. Renewals are only 
available if there are no conflicting or pending 
reservations. Renewals are to be made in person, 
and you may only renew equipment up to two 
times. Equipment must be present during the 
renewal process.

Course-Related Equipment
The Cage adheres to a course-related check-out 
system, meaning that students must be enrolled in a 
specific class to be able to check-out a specific type 
of equipment. Each term, the Department Directors 
and Faculty from each program determine which 
equipment shall be exclusively available for certain 
classes. To find out which equipment is currently 
approved for your classes, be sure to stop by the 
Cage and ask. 

Late Fines and Suspension Policy
Late equipment that is returned after the due date 
will result in a fine of $25 per item, per day. The 
fine will go up to the maximum value of the item 
if not returned.

If you return equipment late three times in a 
single quarter or leave equipment unattended in a 
hallway or classroom, you will be banned from 
all Cage checkout privileges for the rest of the 
quarter. This includes checkout of any equipment as 
well as room reservations, including the TV studio 
and all editing seats. Late fines will still be applied.

All fines MUST be paid before additional 
equipment can be checked out.

Equipment Inspection 
and Check-Out Receipt
All equipment is inspected by the Cage personnel 
and checked thoroughly, prior to each checkout. 
Students are encouraged to test the equipment 
prior to leaving the Cage area and should 
communicate any discrepancies and/or inconsis-
tencies with the Cage inspection. Students will be 
sent a receipt to their email address, with a list 
of all equipment and parts that they have 
scanned for checked out.

Check-In
All equipment must be checked in before closing 
time on the due date. When checking in equipment, 
students are required to remain at the Cage desk 
until all equipment has been scanned-in and 
inspected accordingly.

If equipment is damaged, inoperative, or missing 
parts, students must inform the Cage staff at 
check-in. Students will be held responsible for 
missing accessories and parts. Gear must be  
returned to the Cage during regular business hours 
by the student who checked out the equipment. 
Students will be liable for gear left at the Cage 
desk after hours or on campus in any other fashion.

On Monday through Thursday, equipment that is 
checked out is due back the following day before 
closing time, unless reserved.

Friday to Monday Check-out: Equipment checked 
out on Friday is not due until Monday before 
10:05pm, unless reserved. When our campus is 
closed for a holiday, equipment is due the first day 
the school is open after the holiday. For example, 
equipment checked out on a Friday will not be 
due back until Tuesday if Monday is a holiday.

Please Note: The Cage will make every attempt 
to provide reserved equipment at the time of 
your reservation. However, we cannot guarantee 
that all items will be available at check-out time 
due to circumstances beyond our control. These 
circumstances include situations such as a student 
with a previous reservation not returning the 
equipment on-time, or when equipment has been 
recently damaged and all other similiar equipment 
is booked.
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