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Laptop Outreach Initiative (BTEI/ Community Education)
Project Title

Organisation:

Number of Machines Loaned
You will now have collected your allocation of laptops in connection with the above initiative. It is essential that you complete and return the following documentation at the appropriate time. Please read this information sheet carefully.

· Loan Agreement: Two copies, both to be completed and signed and one to be returned to Clare VEC Adult Education Service.

· Participant registration forms: One copy to be completed by each programme participant and returned to Co. Clare VEC Adult Education Service.

· Evaluation Questionnaire
· Evaluation Report.

Loan Period:

The initial loan period will be from the week commencing the…. Until the week commencing the…. At which time all laptops will be returned to CO. Clare VEC Adult Education Service. You will be eligible to apply for a second loan period along with any other projects who express an interest. Loan period extensions/ amendments will be considered to fit in with specific project timescales.
Collection, Delivery and Installation of Laptops:

Co. Clare VEC Adult Education Service will be responsible for collecting and delivering the laptops and associated equipment and software from the Adult Education Centre, Clonroad, Ennis. CO. Clare VEC Adult Education Service will be responsible for the installation of the laptops on site. Costs for this will be shared between the BTEI and Community Education in proportion hours usage by each programme in the particular location.

Insurance:

Please advise us in writing what security arrangements will be made for the equipment whilst it is on your premises and where it will be located when not in use.

The insurance covers loss, damage and theft, provided this is notified to Co. Clare VEC adult Education Service as soon as possible after the incident. The laptops are covered by Co. Clare VEC insurance on your premises under the terms of your project. The laptops are not covered outside to these premises.

Maintenance of the Laptops:

Please advise Co. Clare VEC Adult Education Service of any issues emerging in relation to the operation of the laptops. A technical log book will be available in which any issues emerging and remedial action taken should be recorded by tutors. In addition, usage of the laptops is bound by the ICT Usage policy of Co. Clare VEC Adult Education Service.

Anti-virus software has been installed on the laptops. This will be upgraded automatically on a regular basis. However, we recommend that project participants do not use discs to bring in work in order to prevent the accidental introduction of a virus.

Consumables:

The laser printer is supplied with a laser cartridge at the commencement of the project. Should these need to be replaced, please advise CO. Clare VEC Adult Education Service.

Monitoring and Evaluation of the Project:
As part of the loan agreement, you are expected to provide an end of project report to Co. Clare VEC Adult Education Service with details of the project and it’s impact, together with numbers of users, software used, whether your aims and objectives have been achieved and whether you wish to repeat the project over a further loan period.

If additional advice, information or support in connection with progression routes for participants or further training options is required, please contact Co. Clare VEC Adult Education Service who can arrange a visit from an Adult Education Guidance Counsellor.
Contact Details for Support:

Co. Clare VEC Adult Education Service,

Adult Education Centre,

Clonroad Business Park, 

Clonroad,

Ennis,

Co. Clare,

Telephone:
065 6824819


Fax: 065 6840515
BTEI





Community Education 

Mike Ryan (BTEI Co-ordinator) 

Aobhán Haverty (Community Ed. Facilitator)


(btei@clareadulteducation.org)

(cef@clareadulteducation.org)
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