	

	Āwhina Hangarau | Assistive Technology

	

	Transfer form 
	




	This form is used when a student is moving between schools, is leaving school or no longer requires the equipment.
If the assistive technology is no longer required or the student is leaving school, please contact the assistive technology coordinator at your local Ministry of Education office before completing this form.
	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 in other programmes (e.g. Google Docs).
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Please send completed form to your local Assistive Technology Coordinator:
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




	
	
	

	01
	
	Ākonga/Student information – current kura/school to complete

	
	
	



[bookmark: _Hlk90535552]Student’s name: (first) 		(last) 		 Date of birth: 		

Current school/kura name: 		 Email: 		

Person completing this form:
Name: 		 Email: 		

As of (date) 			this student:
☐ is moving to a NEW school/kura (name) 		
	Email contact at NEW school/kura: 	
☐ is returning the equipment to the Ministry of Education because: 
A. the student is finishing secondary education ☐ or is moving overseas ☐
B. the equipment is no longer required ☐ 
☐ is requesting the equipment to be gifted to: ☐ the student or ☐ their parents/caregivers, for the following reason: 
 	
Email or physical address for gifting letter to be sent to: 		
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	Hangarau / equipment being transferred – current school to complete

	
	
	



☐ Contact your local assistive technology coordinator to obtain a list of allocated equipment if required.    
☐ Ensure all relevant allocated items are considered with this transfer.
	Ministry of Education Equipment ID number 
	List of assistive technology items being transferred (include make/model and serial number)
	Comments 
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	Ngā Whakaritenga / checklist – current school to complete

	
	
	


☐ 	Remove item(s) from your school asset register and attach copy of purchase invoice with supplier details. 
☐ 	Ensure all items are clean and in good working order which are being transferred with all documentation (purchase records, software/app information, manuals, account details, Apple ID, etc.).
☐ 	Remove any school-specific accounts and school network/domain settings OR factory reset the device if returning to the Ministry of Education because it is no longer required by the student.
☐ 	Attach device access details, if applicable (Apple ID, passcodes/passwords, accounts, security info, etc)	 
☐ 	Attach details on how the student uses the equipment in their learning, as part of the transition process	.
☐ 	Detail how the equipment will be transferred: 		 
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	Tiaki Taputapu/ Management plan – NEW school to complete 

	
	
	


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 homework tasks 	☐ Home during term breaks	☐ Does not go home
☐ Other (please describe): 	

Other management: 	
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	Acceptance of responsibility – NEW school tumuaki/principal to complete

	
	
	



Bring your own device (BYOD): 
☐  I understand that if the student is entering into a class or school where all students may be required to have a device, the student is able to continue using their Ministry of Education allocated assistive technology. If the assistive technology requires changes, upgrades, repairs, or maintenance, contact your local assistive technology coordinator to discuss the options. Assistive technology funding is not available to students whose learning needs are able to be met by the resources and technologies available to all students / ākonga in the school.

Please note the following processes and conditions must be followed. You accept that the school:
1. 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.
2. 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.
3. 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.
4. 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.
5. 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.
6. 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.
7. Agrees that the electronic version of this document can act as the record copy for this application.

☐ 	I confirm that this assistive technology has been received with all documentation (copy of purchase records, software information, manuals etc.), and is in good working order.

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


Optional page for inserting invoice, account details, evidence about how the student uses equipment, etc. 
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