The Augmentative and Alternative Communication Working Group (AACWG)
Resource Library

The Loan Service of Augmentative and Alternative Communication (AAC) resources
1. 
BACKGROUND
The Augmentative and Alternative Communication Working Group under the Hong Kong Society of Child Neurology and Developmental Pediatrics comprises of a group of experienced professionals working for promoting the use of Augmentative and Alternative Communication (AAC). As frontline workers for clients who need AAC system for communication, we understand that some devices are expensive but important for many of our clients with severe speech impairment. Therefore, the AAC Working Group has gathered some of the available AAC resources from different charity parties which could be loaned to different clinicians or organizations for them to try out with their clients. The resource library is intended to be a resource to aid our clients in their pursuit of learning augmentative and alternative communication. For the reason of maintaining a good service for all, the following terms and conditions should be observed. 
2. 
TERMS AND CONDITIONS OF LOAN

2.1 The AAC Working Group has listed out various AAC resources such as special switches and voice output devices for free loan service to the professional staff (ST & OT) of local organizations.
2.2 The loan service of AAC resources is operated on reservation basis.
2.3 Equipment reservations should be made in advance with our librarian by email (hongkong.aac@gmail.com). 
2.4 A signed bipartite Equipment Loan Agreement Form (below) is required to check out equipment, and the person signing the form is responsible for keeping and returning after use 
2.5 If someone else picks up equipment for you, they must have with them the Form signed and dated by you. 
2.6 Each organization is allowed to borrow maximum 2 equipment each time for a borrow period of 30 days. Before the due date, if the equipment has not been reserved by any other organization, you may apply for renewal of borrow for another 30 days (counted as from the date of renewal). But if the original borrow is overdue, or the equipment has been reserved by any other user, no renewal of borrow is allowed. 
2.7 Users must renew the borrowed items 3 days prior to the original due date. Otherwise, the equipment should be returned to the Working Group on or before the due date. 
2.8 User should contact our Librarian to book the date and time for collection of the equipment.
2.9 Users should collect the reserved equipment within the allotted loan period. Should users fail to collect their reserved equipment within the period, the reservation will be cancelled. 
2.10 Please return the borrowed equipment to our Working Group on or before the due date. If users cannot return their borrowed equipment on the due date, please contact our Librarian in advance. 
2.11 When collecting or returning the borrowed equipment, users are requested to carefully check the equipment. During the loan period, users must ensure that the equipment remain intact. Should there be any loss or damages on the AAC equipment, our Working Group will reserve the right for any recourse actions. 
2.12 Should users fail to adhere to the above regulations when using the service, our Working Group will cancel the user's priority in using the service. 
2.13 Since there are only a limited number of AAC equipment in stock, our Working Group reserves the right to alter the number of on-loan equipment without prior notice. 
2.14 Please bring your own bags or appropriate tools when collecting the AAC equipment.
2.15 Our Working Group reserves all rights to the on-loan AAC equipment.
2.16 Should there be any enquiries, you are welcome to contact us. 
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Central Kowloon Child Assessment Centre

2/F., 147L, Argyle Street, Kowloon

Fax: 2715 3447
Tel: 2246 6633

Website

Email

Opening hours : Monday to Friday (9-6pm)

Equipment Loan Agreement Form
	1. Requested resources

Item 1:                                          Code number: 
Item 2:                                          Code number: 



	2. Borrowing organization: 

Contact person:                         Position:              

Address:                               Contact number:


	3. Date checked out (DD/MM/YYYY):



	4. Date due (DD/MM/YYYY):                          Extended date due(DD/MM/YYYY):



I understand that:
1. This equipment is intended to give your clients hands-on experience on the use of prescribed AAC training.
2. Equipment is checked by you and is in proper functioning order.

3. I will report any equipment malfunction or failure to the lender.
4. I agree to report all damages due to accident, neglect, abuse, or loss once this item has been checked out.

5. I understand that I should responsible for the replacing or repairing cost for any loss or damages resulting from negligence of officers, agents, employees, or students of its own organization/centre.
6. I agree to return the equipment on or before the end of the loan period. 

Accepted and Signed by :
__________________________



__________________________
Name of Borrower






Librarian
__________________________



__________________________
Signature








Signature
__________________________



__________________________
Date









Date

	**For Library Use Only:  

Date Returned ______________
Time Returned ______
Checked in by _______________
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