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                              APPENDIX F: 

PROCEDURE FOR THE LOAN OF EQUIPMENT  
In order to optimize the availability of equipment and ensure equitable access to the equipment, the Kearsarge Regional School District has adopted the following procedures. 
Procedures:

School District computers or other peripherals may only be removed with permission from the Director of Technology or his/her designee.  

Inventory of all hardware and peripherals will be maintained by the Office of Information Technology.  Equipment will be assigned Asset numbers and be inventoried with capacity information and location of the equipment.

It is expected that any hardware assigned to a specific end user is the responsibility of that end user. The end user will know the exact location of the equipment at all times and will report any malfunctions or loss of the equipment as soon as possible.

Equipment may be loaned according to the following guidelines:

1. This equipment will be available through the Resource Center in each school building. 

2. Requests for the loan of school equipment by staff for personal use and/or community organizations is subject to availability. Community organizations wishing to borrow District equipment must be approved by a building principal and a signed Form for the Temporary Loan of School Equipment, included here as Appendix F-1, must be completed. The Person Loaned To is responsible for returning the equipment in the same condition as when it was loaned and may be held personally liable for damage or loss due to negligence

3. Equipment loaned to students is to be used in connection with their studies or school-related extracurricular activities. Students requesting equipment must have a teacher verify the need for the equipment for a school related project, using a Form for the Temporary Loan of School Equipment, included here as Appendix F-1. 

4. During the school year, equipment shall be loaned for a period of time not to exceed three days. 

5. Renewals for loans may be granted only with the permission of the Director of Technology or his/her designee.  Any end user requesting a renewal must bring the equipment back to the school to request permission from the Director of Technology or his/her designee. 

6. Equipment may be requested for vacation periods only if they are checked out the day preceding the vacation and returned the day immediately following the vacation period. 

APPENDIX F-1: 

FORM FOR THE TEMPORARY LOAN OF SCHOOL EQUIPMENT

Kearsarge Regional School District

Temporary Loan of School Equipment

	Name of Person Loaned To:
	     

	School/Organization:
	                  

	Equipment Description:
	     

	Make/Brand of Equipment:
	     

	Asset Number:
	     

	Replacement Value:
	     

	
	

	Date Loaned:
	     

	Expected Return Date 

(During the school year, equipment shall be loaned for a period of time not to exceed three days.):
	     

	Date Returned:
	     

	Signature of Person Loaned To:
	     

	Signature of Teacher: 

(required if Person Loaned To is a student)
	

	
	     

	Director of Technology (or designee):
	     


