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	Name 
	
	Date
	

	Equipment Loaned :


	

	

	

	

	
	
	
	
	
	
	

	Equipment to be used at :
	
	Home 
	
	Other
	

	 
	
	
	
	
	
	

	Intended duration of Loan : 
	

	Reason for the Loan : 
	

	
	
	
	
	
	
	

	I agree to the terms of the equipment loan as detailed overleaf.



	Line Manager 
	
	
	
	
	

	
	
	
	
	
	
	

	Name 
	
	Date
	
	

	
	
	
	
	
	
	

	Signature 
	
	
	
	

	
	
	
	
	
	
	

	Member of staff 
	
	
	
	
	

	
	
	
	
	
	
	

	Name 
	
	Date
	
	

	
	
	
	
	
	
	

	Signature 
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Equipment allocated by:
	(School Manager)
	Date Returned
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Please retain the form

Please provide the School Manager with a copy prior to the period of the loan. 


Terms and conditions of equipment loan.

· This form is an agreement between the Governing Body and the individual member of staff, to be completed when equipment is loaned from school.

· The equipment detailed overleaf belongs to the Governing Body of St Bede’s Catholic School and Sixth Form College. 

· The equipment is for the sole use of the member of staff to whom it has been allocated.

· The equipment remains the property of the Governing Body but whilst it is on loan the member of staff is responsible for its safety and therefore loaned equipment may come under the member of staff’s private insurance arrangements.

· The member of staff is responsible for the cleaning, safe storage and general care of the equipment. 

· In the event of the equipment being lost, stolen or damaged a replacement cannot be guaranteed.

· If loaned equipment is to be used at home, staff should agree to provide adequate insurance and sign this loan form.

· Please check that the item on loan has been appropriately PAT tested.

· Regarding ICT equipment, agreed software, will be installed prior to loan.  Additional educational software may be installed by school if required licences exist.

· Equipment on long-term loan will be reviewed on an annual basis.

ICT equipment
· The equipment may have internet facilities available.  Whilst these facilities may be used the Governing Body cannot be held responsible in the event of unsuitable websites being accessed through this equipment.

· Individual staff take responsibility for the choice of websites accessed.

