Educational Resource Centre
EQUIPMENT LOAN POLICY

To ensure equitable distribution of audio visual equipment the Educational Resource Centre (ERC) must apply clear procedures concerning equipment borrowing. Please read the rules set out below carefully. Adherence to these procedures will be of benefit to borrowers and enable ERC to provide a fairer and more efficient service.

1 Booking Equipment

Please book all equipment at least three days in advance; ERC cannot guarantee that last minute requests will be fulfilled. All bookings must be made using the on-line system – http://erc.qmu.ac.uk/students/equipment_booking.php . No telephone bookings can be accepted. When booking equipment you are responsible for its collection and return on the dates agreed, and for its safekeeping while in your possession. Equipment is not transferable and is the responsibility of the named borrower only.
2 Maximum loan period is normally one week
3 Extension/Late Return

If you need to extend your allotted time or have a valid reason for being unable to return equipment please notify ERC staff as soon as possible. Late returns inconvenience other users and do not allow ERC staff sufficient time to check that equipment is operational before it goes out again. Late return of equipment will lead to a fine of £1 per item, per day. Repeated late returns of items may result in you being banned from borrowing ERC equipment in the future.

4 Care of Equipment

ERC equipment is not insured for loss or damage so please take care. Do not leave portable equipment unattended or in your car. In the event of any loss or damage to equipment please notify ERC as soon as possible.  AV equipment is very sensitive and can be easily damaged. Do not use equipment in heavy rain, or near sand as it can cause irreparable damage.  Always keep equipment in its protective case when not in use and ensure that all removable parts e.g. camera platforms from tripods are securely attached. If you lose any accessories or attachments you may be charged for them.

5 Equipment Use

ERC equipment is for University project work only and not for private use. Please ensure that you know how to use the equipment that you are borrowing; if in doubt ask staff for guidance. ERC staff try to ensure that all equipment is working correctly before it is issued but to avoid any problems check over equipment before you need to use it. Make sure that you have fresh batteries installed and ask for spares when you collect your equipment.

6 Return of Equipment

When returning equipment please ensure that a member of ERC staff has noted its return, checked the equipment and deleted your name from our borrowers list to ensure that your responsibility has been discharged. Please do not leave any equipment lying on the counter unattended.

7 Copyright

ERC equipment must NOT be used to copy any material that is protected by copyright unless prior copyright clearance has been given by the copyright holders.
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