PROTOCOL FOR THE LOAN OF RESOURCES FROM THE SANDTA RESOURCE LIBRARY

Aim

The resources in the SANDTA library are for the use of all members. Care is taken to regularly update the resource list and make it available to all members of SANDTA via the Newsletter and Website. We will strive for efficient allocation and return of resources to ensure optimal use.

Procedure:

 1. Members must request for the loan of the resources via email or post, and an application form is to be completed.
1. Upon completion of the application form, the manager of the resource library is to confirm the availability of the resource in writing within 10 days.  A request for a refundable deposit (R300, or 50% of the total value) will be made.
2. Upon receipt of the deposit, the resource will be posted to the member, with specific instructions regarding the return date, which will be 4 weeks from the postage date.
3. Upon return of the resource, the deposit will be refunded, excluding the postage paid.
4. Should the resource not be returned on the due date, a telephonic request will be made, giving the member 5 days to respond.  Should there be no response from the member, she member will be liable for the total replacement value of the resource.
5. The resources will be regularly amended, and new resources purchased, depending on the availability of funds.  The Education Committee will make recommendations regarding the purchase of new material.
APPLICATION FOR LOAN OF SANDTA RESOURCES

I,………………… the undersigned hereby request the loan of the following resources:

· …………………………………………………………….

· ……………………………………………………………..

· …………………………………………………………….

I understand that a fee of R100 will be levied for the use of the resource.  I undertake to pay R300, or a 50% of the value of the resource as a deposit, which will be refunded to me (minus the R100 and postage) upon the return of the resource(s).

I understand that I must return the resource(s) within 30 days.

Signed:  …………………..

On this ………. day of ………….. 200…            at ……………..

