[image: image1.jpg]



STEP ONE:   Staff to complete

	Staff Name
	

	Staff ID Number
	
	Cell phone number
	

	Staff Address (Home Address)
	

	Department/PPG
	

	Please Provide the following

	HoPP/Dept Head
	CAMPUS

	
	


STEP TWO:  Staff to complete equipment request
	Description of equipment:
	Serial Number:

	
	

	
	

	
	

	
	

	Date and time when equipment is required to be returned:


Staff declaration (please read carefully and tick the check box to indicate your agreement to the conditions):

 FORMCHECKBOX 

(a)
I have inspected the equipment I intend to borrow and it appears to be in working order

 FORMCHECKBOX 

(b)
I confirm that I understand how to operate equipment

 FORMCHECKBOX 

(c)
I agree that I personally will return the equipment and will not give it to a third party or use for financial gain
 FORMCHECKBOX 

(d)
I agree to advise the person in charge of the department or section from whom I borrowed the equipment 
immediately I become aware of any damage to or loss of the item or any part of it
 FORMCHECKBOX 

(e)
I accept full responsibility for the transport both from and to Unitec, of the equipment borrowed 
 FORMCHECKBOX 

(f)
I confirm that I will not leave this equipment in my car and that I will secure the equipment in a safe place

 FORMCHECKBOX 

(g)
I undertake to return the item borrowed in good condition on or before the return date agreed

 FORMCHECKBOX 

(h)
I agree to accept complete responsibility for the condition, care and custody of the item until it is returned 
and in particular I agree forthwith to pay the cost of any necessary repairs to or replacement of the item if it or any part of it is damaged less any amount recovered by Unitec New Zealand from its insurer.
(i) I agree to comply with the terms of the Equipment Loan Policy

	Staff
	

	
	
Signature 



Date


STEP THREE:   HoPP/Dept Head to complete 
	I agree to the staff named above borrowing this piece of equipment

 FORMCHECKBOX 


	
	

	
	
Signature 



Date

	


	Date and time equipment returned:

	Technician
	

	
	
Signature 



Date



____________________________________________________________________________

POLICY

ACCESS TO UNITEC EQUIPMENT IS AVAILABLE TO ALL STAFF CURRENTLY EMPLOYED AT UNITEC.

EQUIPMENT MAY ONLY BE USED FOR PERSONAL & PRIVATE USE 
EQUIPMENT MUST NOT BE ISSUED FOR COMMERCIAL PURPOSES AND ANY STAFF OR GROUPS OF STAFF WHO DO SO WILL BE CHARGED FULL COMMERCIAL USAGE (HIRE) RATES.  FURTHER LOANS COULD BE DENIED, SUBJECT TO THE DECISION OF THE HEAD OF PRACTICE PATHWAY.

TERMS AND CONDITIONS

1. Equipment must be booked in advance of the date required (at least 24 Hours).

2. Fill out an Equipment Loan Form.(Available from the Nest)
3. All requests must be authorised by the relevant HoPP/Dept. Head
4. Equipment is not to be taken out of the Greater Auckland area without special permission from the HoPP/Dept. Head.
5. Under no circumstances may equipment be taken out of New Zealand.

6. Staff must adhere to the agreed period of loan, failure to return the equipment on time and in good order may prevent further borrowing of equipment.
7. Staff must provide consumables associated with the use of the equipment at their own cost.
8. Scheduled lecture equipment requirements take precedence over loans of equipment.
USAGE AND CARE

1. Staff must use equipment with all possible care and protective measures put in place.

2. Equipment must be returned and signed off within the agreed timeframe to the technician.
3. Staff must use the equipment for the purpose and with the capacity limits for which it is designed and must not attempt to alter, repair and modify the equipment.

4. The staff accepts full responsibility for loss or damage howsoever caused from the time the equipment is allocated until returned.

5. If the staff considers any equipment to be faulty as supplied he/she must notify the technician immediately so that necessary repairs can be taken without delay.

6. The date and time of the pick up and return of the equipment is clearly stated on the Equipment Loan Form and failure to return the equipment within the agreed timeframe will affect future booking approvals.

7. The HoPP/Dept. Head holding the equipment will provide information on when equipment can be borrowed.

8. No equipment will be released or be returned during Saturday, Sunday or Public Holidays.

9. Unitec retains all discretionary rights to approve or refuse each booking request subject to availability.
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