Reserving and Borrowing Equipment
All equipment should be reserved at least 48 hours in advance to avoid disappointment and to give ICT Support Services time to ensure that the equipment is fully functioning and ready for use. (i.e. batteries charged)
Equipment borrowed for use on school premises is documented and signed for by the member of staff borrowing the equipment.
Equipment reserved for use off school premises is documented and signed for by the member of staff in the same way. An additional form (B1) will also be signed and countersigned by a member of the Senior Leadership Team authorising the equipment to be taken off the school premises.
A copy of the form B1 is enclosed overleaf.
All documentation will be completed in, and returned to the Comms Room where ICT Support Services reside.
Equipment must be returned on the specified return date to ICT Support Services.
Remember that ICT resources are for whole school use and failure to return promptly may disrupt other staff member’s lesson plans.
No equipment will be taken off the school premises until it has been documented and authorised by a member of the Senior Leadership Team.
Equipment must be returned on the specified return date to ICT Support Services. In the case of illness please make arrangements for the equipment to be returned to school as soon as possible.
Staff must have adequate insurance to cover the items being borrowed.
Staff will be liable for any loss or damage to items borrowed from school.

