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Agreement for Loan of Laptop
Version 1.04 April 04

As part of the SCE’s Educational Development Plan it has been agreed to provide a laptop for all full-time teaching staff at [Name of School].    It has also been agreed that one of these computers should be assigned to you while you remain employed at this school. 

[Name of Teacher] and [Name of School] School hereby agree as follows:

1. The laptop identified below shall be loaned to [Name of Teacher] for his / her  use only.     The loan shall terminate when [Name of Teacher] ceases to be employed at [Name of School], unless the School deems the loan to be terminated by breach of conditions in which case it will terminate forthwith.    On the termination of the loan, the laptop shall be returned to the School.

2. [Name of Teacher], as custodian of the laptop, shall be personally responsible for the safe keeping and upkeep of the laptop computer. Bearing in mind that laptops are classified as valuable and attractive items [Name of Teacher] must take all reasonable care to safeguard the equipment in order to prevent its loss or damage. Notwithstanding this, it is recognised that its use in the classroom environment introduces an element of risk to the equipment. In recognition of this Service Children’s Education have taken out Accidental Damage Warranty Cover for all the laptops issued to teachers. The warranty covers repair, and if necessary replacement, of the laptop if it is damaged, regardless of how the damage was caused. The Accidental Damage Warranty Cover does not cover theft or loss (See para 6). In the event of damage to the laptop [Name of Teacher] should advise the school ‘s ICT staff as soon as possible so the incident can be reported, via the HQ SCE Help Desk, to the underwriters.

3. [Name of Teacher] will be expected to follow relevant policies and guidance as notified to them  by SCE in respect of the following:
· observance of requirements in respect of the Data Protection Act 1998 


· acceptable use of computer networks (including the Internet)

· health and safety of [Name of Teacher] or any other individual 

· Anti-Virus Policy

4. [Name of Teacher] agrees to pay any telephone or telecommunication charges incurred in connecting the laptop to private or public networks, except in the case of connection to the Local Area Network of any school in connection with professional duties.   [Name of Teacher] understands that the supply and use of consumables used at home, for purposes other than schoolwork, are the teachers responsibility. 

5. In the event of the laptop requiring repair, [Name of Teacher] advise the school’s ICT staff as soon as possible so that they may arrange for repair under warranty.  Under no circumstances should staff attempt to fix suspected hardware faults, as this may compromise any warranty agreement.

6. In the event of loss or theft of the laptop [Name of Teacher] should immediately contact the nearest Royal Military Police Station, or local police,  to report the loss.  Details of the make, model and serial number should be provided, these details are recorded on the laptop loan agreement. Once the RMP have been informed the HQ SCE ICT Helpdesk should be contacted on Wegberg Military 2313 (Civilian number 02161 908 2313). Teachers in Cyprus should contact the ICT Peripatetic Support Officer on Cyprus Mil 2016 (Civilian 0725962016). [Name of Teacher] will not be asked to incur any expense should the laptop be stolen, however if a laptop is stolen its replacement is not guaranteed and is at the discretion of HQ SCE.

7. [Name of Teacher] agrees that software repair may be limited to restoration of the computer’s original software image and therefore that responsibility for regular backup of data and validation of backups rests with [Name of Teacher].    [Name of School] School’s ICT staff will facilitate such backups and validation, for example by appropriate connections to the school’s Local Area Network.

8. [Name of Teacher] undertakes not to install any software on the laptop computer without the agreement of [Name of School] School. [Name of Teacher] is responsible for ensuring that any additional software that is installed is an original copy and/or has a valid licence.   

9.  [Name of Teacher] will produce the laptop if requested by [Name of School] School for anti-virus checking and updating if required to do so.     

10. [Name of Teacher] and [Name of School] School agree that the teacher may use the laptop computer for any purpose s/he wishes, provided solely that it shall not result in personal financial gain for the teacher, but the expectation shall be that such purpose shall primarily be for the teacher’s personal and professional development in connection with her/his duties in the school, and that both parties shall collaborate in recognising what activities might produce outcomes beneficial to both the teacher and the school.  To this end, [Name of School] School will endeavour to provide any training mutually agreed to be necessary.

Schedule of Loan:

Laptop Computer

Make …………………………………. 



Model………………………………………………………………..…



Serial number……………………………………………………………



SCE Asset Number: ……………………………………………………

Teacher’s name:   [Name of Teacher]

Post:  [post held]
Signature…………………………………………..…………………………………..Date………………….

Authorised by [Name of Head Teacher] on behalf of [Name of School] School

Signature………………………………………..……………………………………..Date………………….

Returned and Checked by: (print name)
…………………..……..

 

Reason for return: ………………………………………………...

Signature………………………………………..…………………
