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Process Guide for sign out of materials:
· Step 1:

Record the agency/program R.A.P. Card number and information.

· Step 2:  
Have the agency/program complete a Treasure Chest Resource basket Agreement form.  

· Step 3:  
Review contents against inventory list under the lid with the individual picking up materials to ensure items have all been accounted for.

· Step 4:

Ensure a copy of the Treasure Chest Resource Basket Guide is included in the box.  Remind programs that these materials are not authorized to be photocopied in part of in whole and need to be returned with the Treasure Chest Resource Basket by the “on loan” return date.

· Step 5:

When items are returned, review contents against inventory list with the agency/program contact (or if shipped back, review immediately upon return of the items) to ensure all items are accounted for.  Notify the program/agency immediately should any items be missing.

· Step 6:

Ensure that the program/agency has completed a feedback form sharing their experience and to fax or mail it to the ARCQE office.  It is critically important to gather this information in order that ARCQE share back to Alberta Learning the value of these resources in order to make a case for the development of future related resources…

· Step 7:

Inquire as to whether the program would like to be placed on the “wait list” for any other 

__________________________________
________________________________

Signature of Agency contact

Signature of PLC Contact

__________________________________

Date
