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EQUIPMENT USE GUIDELINES

Department of Geography and Anthropology
Radow College of Humanities and Social Sciences

1. PURPOSE

The purpose of these guidelines is to facilitate the effective and equitable use of equipment within the Kennesaw State University (KSU) Department of Geography and Anthropology (GA) and establish practices and procedures governing the sharing of GA equipment with other parties.  These guidelines ensure that GA faculty, staff, and students have access to the necessary tools for their teaching, research, service, and general operational and educational needs while maintaining the integrity and longevity of the equipment.

2. SCOPE

This policy applies to all equipment managed, leased, or owned by GA, including but not limited to, laboratory instruments; survey instruments and other field equipment; computers; 3D and other printers; cameras and audio-visual equipment; collections; tools; and other specialized devices, except as noted below (see Section 3.1, Exceptions).

3. EQUIPMENT SHARING

3.1 Exceptions

Equipment will be made available for sharing unless there are clear reasons why this is not practical. Exceptions to sharing include where:

· The equipment is fully utilized.
· The cost and/or time involved in setting up the equipment for a new user is prohibitive.
· Potential users are not suitably qualified.
· [bookmark: _Int_7nVAkbaR]Expertise required to operate the equipment is not currently available.
· The equipment is governed by a research grant, contract, or terms that restrict use.
· The equipment is used exclusively for and fully funded by fees from a GA class or continuing education course. 
· The equipment is deemed to be sensitive or confidential, or it is housed in an area of restricted access.

3.2 Equipment Custodian and Priority of Use

[bookmark: _Int_bSvlypn4]Each equipment item shall be managed by a “custodian.”  For equipment obtained for individuals or specific projects with grant funding or with start-up or other internal funds, the custodian will be the faculty member for whom the item was purchased.  For equipment acquired for a specific GA disciplinary program (i.e., Anthropology, Geography, Geospatial Sciences, or Survey) and for items purchased for general departmental use, the discipline coordinator and the GA Academic Support Program Specialist will respectively serve as the custodian.  In all cases, the custodian will have decision-making authority to grant or deny equipment use requests made by other parties (internal or external to GA).  However, if a request is denied, the requesting party has the option to appeal the custodian’s decision.  

[bookmark: _Int_cmFjDlKQ][bookmark: _Int_OawLYs4X]For cases involving equipment managed by a faculty custodian or discipline coordinator, each appeal will be reviewed by a working group comprised of a subset of faculty members from the GA Lab Committee.  There will be four discipline-specific working groups, one each from Anthropology, Geography, Geospatial Sciences, and Survey, that are respectively comprised of three faculty members from that discipline, such that requests pertaining to equipment from a particular discipline are reviewed by faculty in that field.  Faculty may volunteer to serve on their discipline’s working group or be appointed by the Department Chair.  However, if an appeal concerns equipment for which a member of the reviewing working group serves as custodian, that individual must recuse themselves, and another qualified faculty member (separate from the requesting party) must be appointed by the Department Chair to serve in their place.  The working group will consider the respective merits of the custodian’s and requesting party’s cases and either deny or grant the appeal accordingly.  For equipment requests involving items managed by the GA Academic Support Program Specialist, appeals will be reviewed and a decision to deny or grant the appeal will be issued by the Department Chair.  For all cases, requests denied at the department level may be appealed to the Radow College of Humanities and Social Sciences (RCHSS) Office of the Dean, if the requesting party chooses to do so.

For approved requests, except as noted, equipment sharing will adhere to the priority of use rankings specified below, with a ranking of one indicating the highest priority.  In cases of competing user requests of the same priority level, the equipment custodian will determine the order of use based on the order in which requests were received, each party’s funding and scheduling contingencies, and any other relevant factors.  Priority of use for equipment purchased with federal funds may deviate from the GA ranking system, as described below.

For equipment purchased for individual PIs or faculty members in GA:

1. a) For equipment purchased with grant funding, the custodian and his/her/their collaborators and students through the term of the award, or                                                                                           b) For equipment purchased with start-up or other internal funds, the custodian (i.e., the faculty member for whom the equipment was purchased) and his/her/their collaborators and students
2. Other faculty within the custodian’s disciplinary program (i.e., Anthropology, Geography, Geospatial Sciences, or Survey) and their collaborators and students
3. Other faculty within GA and their collaborators and students
4. Faculty from other departments in the KSU RCHSS 
5. Faculty from KSU departments outside of RCHSS

For equipment purchased for a specific disciplinary program in GA:

1. Program or faculty needs within that discipline 
2. Program or faculty needs within GA that are outside of that discipline 
3. Program or faculty needs from other RCHSS departments 
4. Program or faculty needs from KSU departments outside of RCHSS

For equipment purchased for general departmental use:

1. Program or faculty needs within GA 
2. Program or faculty needs from other RCHSS departments 
3. Program or faculty needs from KSU departments outside of RCHSS

For equipment purchased on federal awards, after the time that equipment is used on the project or program for which it was acquired, GA will make equipment available for use on other projects or programs currently or previously supported by the federal government, provided that such use will not interfere with the work on the projects or program for which it was originally acquired.  In these cases, priority of use will deviate from the ranking system described above.  First preference for other use will be given to other programs or projects supported by the federal awarding agency that financed the equipment, and second preference will be given to programs or projects under Federal awards from other Federal awarding agencies.  Use of the equipment for non-federally funded programs or projects is permissible by the federal government and strongly encouraged provided it does not interfere with the project for which it was acquired.  In such cases, priority of use will revert to the rankings specified above.  

3.3 Training and Safe Use 

[bookmark: _Int_PwJm1YiC][bookmark: _Int_OMDvFJ3Q][bookmark: _Int_r6I58DJc]Prior to using the equipment, the user shall have the necessary knowledge, abilities, training, skills and experience to safely use the equipment in the proper manner and for its intended purpose. This requirement should be fulfilled in all cases and will be stringently enforced for items with a replacement cost of ≥$1,000 or for which logistical, practical, or other non-monetary factors make the equipment difficult to replace.  Failure to satisfy this requirement will be grounds for the equipment custodian to deny use to the requesting party (see Section 3.2).  The equipment custodian may choose to train the user, at their discretion.  Ultimately, however, it is the responsibility of the user to ensure that he/she/they are adequately trained.  If costs are associated with training (e.g., course or workshop fees), the user will be responsible for such costs.  When using the equipment, the user shall act in a professional manner, consistent with prevailing industry standards and practices.

3.4 Booking Process

The GA Department Chair, in consultation with the equipment custodian, the GA Academic Program Support Specialist, and the GA Lab Committee, will establish a formal booking process for equipment sharing in cases where it is determined that such a system is needed.  Otherwise, equipment sharing will be arranged on a case-by-case basis.  In all instances of equipment sharing, an Equipment Use Agreement must be completed by the user and user’s supervisor and approved by the GA equipment custodian and custodian’s supervisor before the equipment is shared (see Section 3.10, Equipment Use Agreement).

3.5 Usage Costs and Expenses

The user shall be responsible and liable for any and all costs and expenses related to the user’s use of the equipment. This includes the cost of any calibration or re-calibration necessitated by use of the equipment that is beyond the normal annual service provided by GA, as well as any other direct use costs, including the cost of any associated consumables, unless otherwise specified in the Equipment Use Agreement.  Additionally, in certain cases, GA reserves the right to charge the user an instrument use fee, if appropriate.  In such cases, the fee will be specified in the Equipment Use Agreement.

3.6 User Liability for Equipment Damage or Loss

The user shall be responsible and liable for any and all costs, expenses or charges not covered by insurance that GA and its faculty or staff members may incur or assess for the repair or replacement of the equipment as a result of damage or loss caused by the user’s intentional or negligent acts or omissions.  This includes theft, loss, or breakage of equipment, including damage due to any act of good intention, such as attempted repair.

3.7 Confidentiality and Data Security

The user must ensure that any data stored on shared equipment is removed and securely stored according to university guidelines before returning the equipment.  Users must adhere to university policies regarding confidentiality, intellectual property, and data security when using the equipment.  

3.8 Indemnity

The user will agree to release, hold harmless, and indemnify Kennesaw State University and/or its representatives, agents, and employees, including GA faculty, staff, and students, from all claims or liability for property damage, personal injury, or death arising out of use of, or permission (express or implied) to use, the equipment. 

3.9 Expected Deliverables and Acknowledgment of GA Resources

Any equipment shared with another party is expected to contribute to the completion of a deliverable related to the research, teaching, or service responsibilities of the user.  The user must clearly describe this deliverable in the Equipment Use Agreement (see Section 3.10).  Failure to justify proposed equipment use in terms of expected deliverables will be grounds for the equipment custodian to reject the use request (see Section 3.2).

Researchers must acknowledge the use of GA equipment and/or facilities, and any GA faculty or staff members who facilitated their use of said equipment and/or facilities in publications, presentations, grant proposals, and technical reports.

3.10 Equipment Use Agreement

[bookmark: _Int_hyOMQLwc][bookmark: _Int_08zfQ2iY][bookmark: _Int_zCAnIpmP]Prior to using GA equipment, the user and user’s supervisor must complete and sign, and the GA equipment custodian and custodian’s supervisor must approve, an Equipment Use Agreement.  This agreement establishes the responsibilities of the lender and of the user, and specifies the equipment to be utilized, location of use, documentation of training, schedule of shared use (including beginning and ending dates), maintenance and consumables provided by the user, and description, condition, and cost of the equipment.  

4. POLICY VIOLATIONS AND CONSEQUENCES

Violations of this policy may result in the suspension or revocation of equipment borrowing privileges.  Repeated or severe violations may be referred to the RCHSS Office of the Dean for further disciplinary action. 

5. REVISIONS TO EQUIPMENT SHARING GUIDELINES

[bookmark: _Int_DrDz1LbC]Amendments to these Equipment Sharing Guidelines shall be approved by a majority vote of the permanent, full-time faculty of GA.  A secret ballot system may be used, if requested.  Revisions will be drafted by members of the GA Lab Committee.
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