Equipment Loan Procedures

DSS maintains inventory of a variety of devices for loan by qualified students. Loan periods are one semester unless other arrangements have been made and equipment is available on a first-come-first-serve basis.
Loanable Equipment Inventory

The current loanable equipment inventory may be found at \\warehouse\udss\general folders\loanable equipment inventory.
Check Out Procedure

Students may request an equipment loan from the DSS office or from their coordinator. All borrowers must complete and sign a DSS Equipment Checkout Policy & Agreement Form. 
Equipment check out forms can be found in the Equipment Checkout binder in the main office or on Warehouse\general folders\office\office forms\Equipment Checkout Policy and Agreement.
· Students/employees must sign an Agreement Form before equipment is checked out.
· More than one item may be checked out at a time using one agreement form.  However, if a student/employee checks out additional items later, a new Agreement Form should be completed for those items.
· Agreement Forms are good for one academic year, including the subsequent summer term.  That is, new forms must be completed and signed beginning with each new academic year.

· Main office staff or DSS staff may initiate an Agreement Form, as long as there is communication between staff regarding student and employee needs.  This will minimize referring individuals back and forth when the need is clear (e.g., a Transcriber needing a laptop equipped with TypeWell, a student with Learning Ally disks needing a Victor player, etc.). Main office staff locate equipment available for check-out in our storage areas, ensure the item and accessories are accounted for and are in good working order, and check out these machines to eligible students or employees.
· Coordinators should retain copies of signed Agreement Forms in the students’ folders (on left side behind clip for newer students) or in the employee’s personnel file.

Loan Period

Equipment loans are for one semester unless prior arrangements have been made and noted on the Equipment Checkout Sheet.
Renewals

The loan period for all equipment may be renewed one or more times, unless there is another student or employee who has requested to borrow the equipment.  
Returns
Equipment should be returned to the DSS office. If a loaned item is returned to a Coordinator or to a location other than the main office, it should be taken to 109 Knight Hall to be assessed for damage and marked as returned on the Agreement Form and in SAM for the item.  
Overdue Items
A student’s Coordinator is expected to monitor due dates for items and should be the one who contacts a student when an item is overdue.  If the borrower does not return the borrowed item, or if the equipment is returned damaged, equipment as requested may also result in termination of employment for DSS employees.
Failure to return borrowed equipment may result in suspension of a student’s ability to borrow equipment. 

 Reminders will be sent to students with outstanding loans prior to finals week each semester.  Equipment loans will become “delinquent” at the end of the following semester.  Students with delinquent equipment loans will receive written communication requesting the return or replacement of the equipment. 
Forms

Equipment Checkout Policy & Agreement Form:
\\warehouse\udss\general folders\office\office forms\
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