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When developing an equipment usage policy, there are a number of considerations to take into account:

Adherence: To maintain fairness, the policy must be adhered to by everyone who works in the American Space. 
Application and/or Checkout Procedure: Equipment can be loaned out via application or via checkout procedure, such as that used for circulating books. An application process will provide the opportunity to review applications, weigh competing priorities and approve or deny a loan request. A checkout procedure, on the other hand, will hasten the process, and establish a record of the transaction similar to records used for other circulating items. No matter which method is selected, provide each lender a copy of the American Space’s Equipment Usage Policy, and have him/her verify that he/she has read it.  
Availability: The policy should be made available to the public, be visible in the American Space, and, where possible, be posted on the Internet. Further, post the policy in close proximity – if not on – equipment items available for loan.
Circulation: Track the lending of equipment closely, either electronically (in the American Space’s computer-based circulation program) or on paper (filing of applications). If you choose to use an application process for equipment lending, identify persons on the staff who can make the approval/denial decision. Establish consistent lending periods and include them in the policy. 
Confirmation: Establish who and how applicants will be notified of their applications’ approval or denial. Determine if it will be done by phone, email or in person. Notify applicants of the wait time they should expect.
Cost: American Spaces may not lend equipment for a fee, and those borrowing the equipment may not use borrowed equipment for purposes of profit.  
Damage and Loss: The only time a fee may be considered is if loss of or damage to the equipment occurs as a result of its loan. Your Equipment Usage Policy must state that damage fees may apply in the event of loss, damage or accident. Where possible, provide the exact cost of the equipment for the borrower’s reference.  
Equitable Access: American values promote equitable access to resources, including physical resources, such as equipment for loan. As such, equipment should be loaned on an equitable basis. It is advised that only those persons holding memberships with the American Space be permitted to borrow equipment.  
Frequency: Determine how frequently a person is permitted to borrow equipment.  
Language: Make sure that your policy uses inclusive language to ensure that all who desire to use it for approved purposes feel welcome. The policy should be translated into and made available in local languages.
Partner Relationships: As many American Spaces are housed within partner institutions, it is vital that you consider your partner relationships while creating your Equipment Usage Policy. Specifically, consider whether the partner institution has an Equipment Usage Policy already in place and what that means for the American Space. Consider what the partner’s level of access to the equipment is: Does it pre-empt the access of American Spaces patrons? Consider how to differentiate your Space’s Equipment Usage Policy from that of the partner institution, and how best to present that difference to patrons.  
Priority: If there is a rank-order priority for use of the equipment, make that transparent in your policy. For example, many libraries claim priority use of all their equipment, and reserve the right to pre-empt previously scheduled equipment loans. If you choose this practice, develop means of contacting the person whose reservation is pre-empted and provide ample notification of the change. Consider your partner institution’s priority ranking, as well, and what it means for your ongoing relationship. If you choose to take a first-come, first-served approach, clearly state so. Alternatively, if you choose to prioritize equipment loans for purposes that enhance the five core programs of American Spaces, list them on your policy and include them in your application.
Privileges: Do not extend unfair privileges to persons or organizations, including persons known to staff members or organizations to which staff may belong.



Equipment Usage Policy and Application Form example

Equipment Usage Policy (example)

Purpose: In an effort to support the mission of American Spaces, the [insert name of Space] provides equipment for loan, which may be borrowed by members of the American Space. Equipment is made available by the American Space on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting  use. 

Priorities: The [insert name of Space] prioritizes use of equipment by persons who use it to support the [insert name of Space]’s five core programs: English language learning, U.S. exchange program alumni activities, cultural programs, EducationUSA educational advising for study in the United States and providing information about the United States. The [insert name of Space] intends that equipment be used to meet community information needs, provide individual enrichment, and support the educational, cultural, civic and recreational activities of our patron community. Use of equipment is subject to the approval of [insert name of Space] staff and/or the host institution. The [insert name of Space] reserves the right to decline a request for equipment loan at its own discretion. Requests for equipment loan are accepted on a first-come, first-served basis, but may – in rare instances – be pre-empted, if required by exigent circumstances. Should this situation develop, the individual who made the reservation will be provided due notice and apprised of alternative equipment borrowing options.  

Fees: There are no fees related to the reservation and/or borrowing of [insert name of Space]’s equipment. Patrons reserving equipment are prohibited from using the equipment for purposes of profit. Under no circumstances will the equipment be used for commercial, entrepreneurial, fundraising, selling or business recruitment purposes. Should damage occur as a result of the equipment loan, charges may apply. These fees will be determined by [insert name of Space] staff and appropriate market resources, and will be charged to the individual who borrowed the equipment.

More Information: [insert name of Space] staff members can provide an [insert name of Space] Equipment Usage Application and offer further details regarding eligibility, reservations, equipment and other concerns.



Equipment Usage Application (example)

Application Date: ___________________________ 
Contact Person: ________________________________________________________________ 
American Space ID number: ______________________________________________________
Telephone Number: _____________________________________________________________
Email Address: _________________________________________________________________  
Equipment to be borrowed: _______________________________________________________
Equipment identification number: __________________________________________________
______________________________________________________________________________ 
Reason for requesting equipment loan:
	




Signature: ____________________________________________________________________ 

I certify with my signature that I, the applicant, have reviewed the Equipment Usage Policy of the M. Arthur American Space, and that I agree to abide by said policy. In addition, I hold harmless the M. Arthur American Space and its staff, for any damage(s) to persons or property related to, caused by or resulting from the loan, transport or use of the above-stated equipment, and for any liability relating to the cancellation with or without cause of an approved equipment loan.


For American Space Staff Use Only
Application Received: _____________________________ 
Review by (initials):  ______________________________
Approved: _____________________________ 	Disapproved:_________________________________
Lending period: ______________________________________________________________________
Checkout date: _______________________________  Due date: ______________________________
Notification Sent: _____________________________________________________________________ 
Notes/Follow-up: ___________________________

