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	Name
	

	Student Number
	

	Email
	

	Telephone Number
	


Please email correctly filled out Booking Forms and Risk Assessments to ethan.hanson@southstaffs.ac.uk with the dates of booking in the subject of the email.


	Equipment
	Quantity

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	Reason For Loan Of Equipment
Please state why you require the equipment.
	



	Location
Please state the different locations where you will be using the equipment.
	






	Collection
	Return

	Date
	Time
	Date
	Time

	
	
	
	


















Please read all of the terms and conditions carefully.
On Collection of College Equipment
· I agree to check that I have received all the equipment and materials that are stated on the booking form.  If I require any additional equipment or materials, I will send an amended booking form and risk assessment before collecting any more equipment.

· I will check that all of the equipment and materials for damage and faults.  If I discover any faults or damage, I will inform the Technician immediately.

· I understand that all the equipment and materials loaned from South Staffordshire College are used solely for in-college productions and assignment work, and not for personal use (either paid or unpaid).

· Where equipment and materials are booked outside of college hours (or overnight), I will ensure that all equipment and materials belonging to the college are kept safe, and in locked away when not in use (please note equipment must not be left in an unattended vehicle).

· I understand that it is my responsibility not to leave the equipment unattended at any time, and to follow all relevant health and safety procedures to minimise any potential risks.  

· I understand that at all times I will respect the college equipment and materials and only use it in a responsible manner.


On Return of College Equipment
· I agree to return the equipment at the agreed time and date agreed on the booking form.

· If I am unable to return the equipment at the agreed time and date, I will inform the Technician by email as soon as possible with a valid reason and a new date and time (within college hours).  This must be the student’s first available time to return the equipment.


Other
· I am aware that failure to adhere to any of these terms and conditions may result in fines or penalties, disciplinary action via the college or failure to use or borrow college equipment or facilities in the future.

· At any time, if I notice a fault or damage any equipment – I will inform the technician as soon as possible.

	Student Signature
	


	Date of Application

	


By signing this form, you agree to all the terms and conditions stated on this form.

All Booking Forms should be sent at least 5 working days prior to the date the equipment is required.
All Booking Forms should be sent with a completed Risk Assessment, forms not correctly filled out may result in unsuccessful bookings.
All bookings are subject to availability, and will only be confirmed by the Technician via email prior to the date of collection.
