	Department of Social and Behavioural Sciences

	S.S. LABORATORIES
EQUIPMENT / MATERIALS BORROWING FORM 
(FOR SS STAFF/STUDENT) 5/F NAM SHAN BUILDING

	



	Borrower’s Name:
	     
	
	Staff/Student ID:
	     

	Contact Phone Number:
	     
	
	Email:
	     

	Supervising Staff / PI (if applicable):
	     

	Purpose of Borrowing (please ✓ and specify in the box below):

	☐ Teaching
	Course Code / Name:
	     

	☐ Research
	Project Number (if funded):
	     

	
	Project Title (if not yet funded):
	     

	☐ Others (please specify)
	     

	     

	Equipment / Materials to be borrowed:
	     

	     

	     



	Period From:
	  
	/
	  
	/
	    
	(
	     
	:
	     
	☐AM
☐PM
	)
	Until:
	  
	/
	  
	/
	    
	(
	     
	:
	     
	☐AM
☐PM
	)

	
	dd
	
	mm
	
	yyyy
	
	
	
	
	
	
	
	dd
	
	mm
	
	yyyy
	
	
	
	
	
	


Regulations and conditions for equipment / materials loans
1. All equipment / materials except psychological testing instruments must be returned to the S.S. Laboratories within 2 weeks after the day upon which it was borrowed. (For borrowing of psychological testing instruments, see note 7 below.)
2. Loans may be renewed, provided that no one else has lodged a request for the item. Borrowers are advised to renew their loan items at least one working day before the due date.
3. During the renewal period(s), all items are subject to recall at any time. Upon recall, the due date for the item concerned will be shortened. A recall notice displaying the revised due date will be sent to the borrowers via email, and items shall be returned on or before the revised due date (which normally does not exceed 1 week).
4. Borrowers are advised to check for any defect or damage to equipment / material before checking-out, and should reported to the staff in the office immediately when it is noticed, and items may not be borrowed.
5. The borrower accepts complete financial responsibility for the items borrowed. The borrower will reimburse S.S. Laboratories for the repair or replacement costs for the equipment / materials if lost, stolen, or damaged.
6. The department shall have the discretion to make special rules and final decision on borrowing as deemed appropriate for the proper management of the Laboratories. 
7. All users must observe and follow the Rules and Regulations governing the use of equipment / materials at City University of Hong Kong.
8. Only full-time academic and teaching staff of SS CityU are eligible to use the Psychological testing instruments. SS CityU student users can only use the instruments under the supervision of SS full-time academic or teaching staff. 
9. According to the PsychCorp user restriction code in the appendix I and Psychological testing instrument list, Psychological testing instruments are restricted for qualified users specified by the authority concerned/ publisher. The PIs/borrowers/users of psychological tests must observe and comply with the conditions of use stipulated by the authority concerned/ publisher. 
10. The PIs/borrowers/users of psychological tests bear the responsibility for monitoring and assuring appropriate testing practices. Security of test materials, confidentiality of records, standardized administration and appropriate methods of score reporting must be maintained as in any other testing situation. Student users should refer to the Statement on the Use of Secure Psychological Tests in the Education of Graduate and Undergraduate Psychology Students, APA (https://www.apa.org/science/programs/testing/test-security) for specific requirements.
11. All psychological testing instruments can only be used inside the laboratory and must not be taken away from the laboratory.
12. The department and SSLab management staff do not bear any responsibility or legal consequence related to the loan and utilization of the psychological testing instruments.
13. EACH person using the psychological testing instrument is required to provide user information in Appendix I.

My signature in the following indicates that I have read and understood the regulations listed above, and the information provided in this form is accurate and complete. 
	Signature:
	
	(Borrower)
	
	Date:
	  
	/
	  
	/
	    

	
	
	
	
	
	dd
	
	mm
	
	yyyy

	Signature:
	
	(Supervisor / PI)
(if applicable)
	
	Date:
	  
	/
	  
	/
	    

	
	
	
	
	
	dd
	
	mm
	
	yyyy







Appendix I 
User information for borrowing Psychological testing instruments

Note: 
Only full-time academic, teaching staff of SS CityU are eligible to use the instruments. SS CityU student users can only use the instruments under the supervision of SS full time staff. 

EACH user who will use the instrument in your group / this project is required to provide user information below.


Personal Details
Name of User (Mr/Ms/Miss/Dr/Prof): __________________________(in Chinese) ___________________
HKID/Passport No. (Country of Issue): ________________________Student/Staff ID: ______________
Phone: __________________	Email: ____________________________
Supervisor of users: __________________

Professional Registration (e.g. PsychCorp, PsyBA, BPS, MAPS, SWRB, HKPCA, etc):
	Status/Level
	Registration Number
	Issuing Board/Body  (in full)

	e.g. Registered Psychologist


	 1234567
	Hong Kong Psychological Society

	
	
	

	
	
	

	
	
	


(Please provide documental proof of the qualification if applicable.) 
Educational Qualifications:
	Qualification
	Institutions 
	Year Obtained

	e.g. BSW


	Baptist University of Hong Kong
	1990

	
	
	

	
	
	

	
	
	







PsychCorp User Code
	PsychCorp
	Descriptions
	
Examples of Qualifications

	UK
	Australia
	
	

	CL3
	
	In general no advanced training in testing and assessment is required
	Bachelors’ degree in a relevant field (e.g. BSW, B.Ed.)

	CL2R
	A
	Above and further qualification in special educational needs or a relevant discipline
	PGD or Master’s degree in special education, early childhood education or a relevant field (e.g. PGD in Education, MEd)

	CL2
	B
	Above and recognized qualification other than psychologists, such as speech therapists, occupational therapists, social workers, counsellors
	RSW, HKPCA, OTB; or
Master’s in psychology, occupational therapy, social work, counselling, speech therapist

	CL1
	C
	All tests. Qualifications recognized for Chartered or Registered Psychologist 
	C.Psychol (BPS), Reg.Psych.(HKPS), PsyBA, Full member of APA, APS(Australia); or
any qualification above plus PhD in Psychology



http://www.pearsonclinical.com/psychology/qualifications.html
http://www.pearsonclinical.co.uk/information/qualificationcodes.aspx#CL1

My signature in the following indicates that I have read and understood the Regulations and conditions in the S.S. Laboratories Equipment / Materials Borrowing Form, and the information provided in this form is accurate and complete. 


According to the PsychCorp User Code above, my qualification is or is equivalent to 
PsychCorp User Code ________________

	Signature:
	
	(Borrower)
	
	Date:
	  
	/
	  
	/
	    

	
	
	
	
	
	dd
	
	mm
	
	yyyy

	Signature:
	
	(Supervisor / PI)
(if applicable)
	
	Date:
	  
	/
	  
	/
	    

	
	
	
	
	
	dd
	
	mm
	
	yyyy
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