
Equipment
management
in universities
& schools
How to keep students accountable



Introduction
Many schools and universities have a place where 
students can rent out AV equipment. Whether it’s 
cameras, tripods, and lenses for a class or shoot or 
laptops that are in custody for the entire semester. 
Renting out equipment is part of every school’s 
offering. However, we still see that many schools 
struggle with managing equipment. 

Especially now that the school is starting again 
in the fall,  we thought it might be helpful to share 
some best practices that you can implement in the 
new semester.

We have talked to many equipment managers 
at schools and student workers to understand 
the challenges, opportunities, and processes you 
need to manage equipment without hassle.
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The challenges
When you are working with students and 
expensive equipment, you are met with some 
challenges.

The first one is cost and responsibility. While many 
students know the value of equipment, things can 
still get broken or lost. In general, people tend to 
be less careful with gear that is not theirs. 

Another issue that arose from our conversations 
with equipment managers at schools was that 
timing is crucial in managing equipment without 
hassle. When students don’t return equipment 
on time, someone else might not be able to use 
it. Usually, schools have a limited amount of gear 
that they can loan out to students. Let alone 
multiple expensive equipment pieces such as 

RED cameras or Airborne Drones. Therefore, 
returning the equipment in time so that another 
student can use it takes away a lot of frustration. 
Something else related to a specific type of gear 
is that a certain class might request you to use a 
particular kind of camera or lens. But here’s the 
bottleneck: imagine that you have nine cameras 
and 65 students. There is no need to do complex 
calculations to realize that there are not enough 
cameras for students to loan simultaneously. 
Having a process in place is necessary to allow 
students to rent the gear they need for their 
classes.



The importance of 
setting processes
for equipment 
management
To solve these challenges, together with making sure 
equipment check-out and reservation run smooth, it’s best to 
have a few processes in place regardless of whether you are 
using an equipment management tool.

Set rules for returning
gear in time:

There are multiple ways you can hold students 
accountable. One of which is setting up a 
rewarding system with a point system. They get 
one point per time they return the equipment in 
time, and it’s not broken. You could say that only 
students who have 10 points can lend the most 
expensive gear. Another way is to punish late 
returns. You could say that they are allowed three 
late returns per semester. We are bigger fans of 
rewarding good behavior rather than penalizing 
bad ones.

Install a first-come, first-serve rule 
for reserved equipment:

When a student reserves equipment, the person 
who reserved it first should receive it. If you do 
not use an equipment management tool, you 
might have run into the issue of multiple students 
reserving the same equipment for the same day 
or period. They then all come to the equipment 
room and argue who was the first that booked it 
and should be able to take it. This becomes a thing 
of the past when students know there is a ‘first-
booked, first-serve’ rule. Consequently, they will 
book their equipment more in advance. We have 
also seen a lot of schools prioritize final grade 
students to use the higher-end equipment to work 
on their final project. In this case, make sure you 
communicate well enough so that all the students 
know which equipment is available for them at 
what moment.
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Decide how the
equipment room is run:

Self-service vs managed by an equipment 
manager? Will you use business hours? School 
hours? Some schools we talked to open a half-
hour before classes begin and close a half-hour 
after the last class. It is important that the students 
can contact someone who can help them if they 
encounter some problems with the equipment. 
Some of them work with on-call equipment 
managers or student workers during weekends.

Decide on a limited number of 
times students can loan out a 
particular type of equipment: 

This has proven to be a helpful restriction to 
solve the issue of not having enough gear for the 
number of students. Sometimes students will rent 
out a type of gear for the same assignment three 
or more times to reshoot. Other students then don’t 
get the chance to use it or have a limited amount 
of time to complete their projects. With this 
restriction, students will deliver better quality right 
away, and they will expand their skills by using 
multiple types of gear. We recommend setting the 
limit to 5 times per semester, depending on the 
number of assignments students have.

Limit the amount of time  
an item can be loaned: 

As said before, some items can’t be lent out for 
too long because others can’t use them. Setting 
a limit of, let’s say, one week will make sure other 
students can also rent it.

Give more access to some students 
than others:

Some schools only allow students that have taken 
a particular course to use a specific type of gear. 
This increases the feeling of responsibility, both for 
the school and for the students.

Allow repeated reservations:

When there is enough gear for everyone, 
repeated reservations make the life of an 
equipment manager and student worker much 
easier. Some students need the same type of 
gear for an entire semester or year. Giving this 
in custody saves everyone a lot of time and 
headspace.
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Now that we have identified a few equipment management processes, let’s go over the six things you can 
do to make your equipment room more efficient.

Let students book equipment 
themselves:

They don’t need to come to the equipment 
room and have someone reserve it for them 
there. With an online system or an equipment 
management tool they can do it from wherever 
they want, whenever they want. Doing this 
saves the equipment room staff a lot of time.
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Extra: Student workers

Student workers are an essential asset for equipment managers. Together with staff members, they are the 
ones that do equipment-check outs and verify whether the equipment is returned the way it was loaned out, 
etc. If you can, we would strongly recommend you employ student workers in your equipment room as they 
will reduce your workload significantly. If you have someone tech-savvy, this is a plus.
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Proven tips & tricks

Notify students when to return an 
item or when it’s overdue:

Everyone can forget appointments or, in this 
case, returning the equipment in time. A tool like 
Cheqroom reminds students automatically via 
email or SMS notifications when they need to 
pick up or return the gear. 



Put labels on your most expensive 
gear:

How many times did you think you didn’t have a 
specific type of gear, but you already did? Or how 
many times did you start the semester with 40 
cables, only to end up with three at the end of the 
semester? Tracking your gear with asset labels is 
essential to know what you have, who’s using it, 
and whether you should buy new equipment.

Mark equipment:

Flagging equipment as broken or ‘needs 
maintenance’ will make sure you don’t loan out 
broken equipment. You can put it aside and take a 
look when you have the time. If you can generate 
reports, this will help you know what percentage 
of your gear is broken or needs maintenance. 

Hold your students accountable by 
asking for a signature:

This will make sure they handle equipment with 
more care. You can ask for a signature on paper, 
or you can use a tool so that everyone has an 
online copy of the PDF. Should something happen, 
just like Regent University, you can choose to not 
have students pay the whole amount as this will 
have a great influence on their career at school.

Create classroom kits:

This is a big win for many of the schools we work 
with. Classroom kits contain all the gear one 
student needs for a class in one kit. For some 
foundation courses, students are allowed only to 
use a particular camera or lens. With these kits, 
they know they are using the right gear.
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If you use an app, walk your new students through the app and use the training material available on 
Cheqroom.com

Cheqroom Tip:

One rule you can enforce is that students have to make a reservation an hour or a day before they come to 
check out the equipment.
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You will avoid double 
bookings
Working together is easier without double 
bookings, dropped bookings, or lost gear. 
Make new reservations, or make quick 
changes with the inventory schedule and 
mobile app.

“The overall workflow is just so nice. The 
software is reliable and won’t let you make 
any double bookings.”

There will be more control 
with booking restrictions
With capacity restrictions, you will be able 
to limit the number of people picking up or 
dropping off gear at the same time.

“We have upgraded our plan because of this 
feature. Location-based restrictions for users 
make our lives so much easier” 

Read our document ‘problems solved by Cheqroom’ to 
see how other schools use our tool to 

hold their students accountable.

Download the full document

You will know exactly what 
equipment  you need at 
what time
With proactive alerts we let you know when 
to pick up what equipment. No crowded 
equipment rooms or pointless waiting to 
pick-up gear.

“As an equipment manager, I really like the 
SMS feature to keep students accountable 
and let them know when their equipment 
is ready or overdue. I don’t know how many 
schools are using Cheqroom. But if they are 
not, they should”



• Allow students & users to reserve equipment

• Keep your students accountable

• Quick and easy  equipment checkout

• Real-time control of your equipment

• Reduces losses & inefficiencies

• 24/7 Access to your inventory from any device
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Discover Cheqroom

Using a tool to track, analyze, and organize 
your equipment is the best way to simplify 

your equipment management  in the cloud.


