	

	Āwhina Hangarau | Assistive Technology

	

	Repair or replacement form 
	



	This form is used to apply for funding to repair or replace lost, damaged or faulty Ministry of Education funded Assistive Technology when the total is over $100 GST inclusive.
Replacements need to be essentially the same as the current equipment. Changes in the type of technology require an Assessment and application form.  
	Do not use this form if the equipment is faulty and still under warranty. Instead, contact the supplier for repair or replacement.  
Please download and SAVE this form before use. This form must be completed electronically and is specifically formatted for use in Microsoft Word so it will lose some functions if used with other programmes (e.g. Google Docs).

	Before completing this form:
· If item is lost or damaged, check with your insurance company and make a claim if appropriate.
· If item is faulty or not working, get a repair assessment from your local IT technician or service provider.
· Get a current quote for repair or replacement of item(s). If a repair is not viable, include a cost-effective quote for a like-for-like replacement.

	
	
	

	01
	
	Ākonga/Student information 

	
	
	



[bookmark: _Hlk188448444]Student’s name: (first) 		(last) 		 Date of application: 		

Date of birth: 		Age: 		School year level: 	
School/Kura name: 		 School email: 		
[bookmark: _Hlk189039431]Learning Support Coordinator/SENCo: 		 Email:  		

Kaiarotake / assessor details (team member completing this form): 

[bookmark: _Hlk188433539]Name:  		 Role:  		

Telephone:  		 Email: 		

Names and emails of other specialists or key people who need a copy of the decision (if any):

Name: 		 Email:  		

Name:  		 Email:  		

Eligibility criteria used for original application:
A Ministry of Education Learning Support service (tick only one):
		☐  ORS – Very High   
	☐  ORS – High  
	☐  Physical Disability Service (PDS)	
	☐  Services for Deaf and Hard of Hearing
	☐  Services for Blind and Low Vision
	☐  Behaviour Services and Support (BSS)
		☐  Speech Language (Communication) Service   
	☐  School High Health Needs Fund (SHHNF)  
	☐  In Class Support (ICS)  
	☐  Expanded Early Intervention Service (EIS) 
	☐  Other Additional Learning Support


1. ☐  I confirm this student’s learning needs cannot be met by the equipment, resources, and tools currently available to them in the school.
2. ☐  I confirm this equipment is not standard classroom technology i.e. required under the school’s BYOD policy.
3. ☐  I confirm the need for this equipment is not related to an existing ACC claim.
4. ☐  I confirm this equipment is not the responsibility Ministry of Social Development - Disability Support Services (e.g. augmentative alternative communication, mobility, etc.).

Do you expect this student to move to another school / leave school within the next 6 months?    ☐ Yes  ☐ No 
If yes, please provide the following details: 
· Name of NEW school: __________________________________ 
· Has the use of this technology been discussed with the NEW school?  ☐ Yes  ☐ No
· Describe the relevant technology available to the student in the NEW school, including BYOD if applicable:
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	Current hangarau/technology needing repair or replacement
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List ONLY those equipment item/s requiring repair or replacement. Contact your local assistive technology coordinator for the equipment ID numbers if not known.
	Ministry of Education equipment ID number 
	Assistive technology details 
Include serial numbers as appropriate
	For equipment being replaced: 
What will happen to this equipment?

	
	
	

	
	
	

	
	
	

	
	
	


1. 
2. Month and year this equipment was allocated to this student: __________________________________


3. Describe how the student uses this assistive technology to support their learning outcome: 
	


4. Is the equipment:
☐  Lost
☐  Damaged
☐  Not working/faulty
☐  An expired subscription (software)
☐  Other: __________________________________________________________________________

5. Describe how this happened (if relevant) and what steps have been taken to try and fix it (if damaged or faulty). Note: Insurance information needs to be provided for all lost or damaged equipment. A repair assessment needs to be provided for all damaged or faulty equipment. 
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	Utu hoko / cost of repair or replacement technology

	
	
	



The Ministry of Education will cover the lower of (a) total cost of replacement/ repair GST inclusive OR (b) cost of the school insurance excess. Include copy of quote at the end of this form.
	 Supplier name and
Quote/Invoice number
	Technology details 
List each item separately
	Cost per item
GST Inclusive

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total cost of repair/replacement (A)
	$

	
If this repair/replacement is due to loss or damage, write the school’s insurance excess here (B): $

	Amount requested (A or B)
	$
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	Tiaki Taputapu / managing the assistive technology

	
	
	



☐	Detailed management plan is attached (recommended in cases of loss or damage. A template can be downloaded from our website: www.education.govt.nz)
	
The assistive technology will be monitored and maintained by (please tick):
☐ School IT support
☐ Supplier 
☐ Not applicable
☐ Other (please describe): 	

When the assistive technology is not being used it will be (please tick):
☐ Placed on the teacher’s desk
☐ Locked in a classroom cupboard
☐ Not applicable
☐ Other (please describe): 	

This assistive technology may go (please tick):
☐ Home each day to complete essential homework tasks
☐ Home during the school holidays to consolidate learning 
☐ Does not go home
☐ Other (please describe): 	

Other management: 	
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	Acceptance of responsibility - Tumuaki / Principal to complete

	
	
	


Please note the following processes and conditions must be followed if the application is successful. You accept that the school:
1. Will order and pay for the assistive technology using the quote from this application, where applicable.
2. Will take ownership of the assistive technology for the time that the student is enrolled in the school. This includes listing the technology on the school’s asset register, maintaining a record of the serial numbers along with supplier details and warranty conditions.
3. Is responsible for insuring and maintaining the assistive technology and will contact the local Ministry of Education office if costly repairs, maintenance or replacement of the item is needed.
4. Is responsible for the safekeeping of all assistive technology items such as original software, account ID and passwords, manuals and accessories etc. as documented in the management plan.
5. Will load appropriate school software and use appropriate school technology to support the student, such as generic programs like Microsoft Office, virus software and access to school networks and systems.
6. Will support the ongoing use of the assistive technology and ensure it is used for the intended purpose by the student it is allocated for.
7. Will contact the local Ministry of Education office when this student transfers to another school or leaves school and will transfer the assistive technology to the new school or return it to the Ministry of Education.
8. Agrees that the electronic version of this document can act as the record copy for this application.

Tumuaki / Principal name: 		 Kura /School: 		
Signed (Principal): 		 Date: 		
Tumuaki / Principal email: 		
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	Ngā Whakaritenga / checklist

	
	
	

	
Ensure the following is included before submitting the application:
☐ Current quote for replacement or repair of technology attached
NOTE: All sections of this application must be completed. If information is missing or incomplete, the application will be returned to the assessor.

In cases of loss or damage, include: 
☐ School’s insurance information detailing insurance excess
☐ Repair assessment
☐ Revised technology management plan



Please email the completed application form, with all required attachments as a single PDF to the assistive technology coordinator at your local Ministry of Education office: 
North – Northland and Auckland - Email: NR.Assistivetech@education.govt.nz
Central – Waikato to Whanganui-Manawatū - Email: AT.Central@education.govt.nz
South – Horowhenua, Wairarapa to Wellington & South Island - Email: AT.Southern@education.govt.nz

Applications are due by the first Tuesday of each month (Feb – Nov) for consideration that month. Urgent applications may be considered on a case-by-case basis so please contact us to discuss your circumstances.

Applications for students changing schools should be considered well in advance of any changes. Applications for students changing schools may only be submitted in Terms 1, 2, and 3 and will not be accepted for the November round due to processing timeframes.


Optional page for inserting quote(s) and / or school insurance info
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