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This policy applies to all hardware managed by Step By Step Training Limited in connection
with its training services, including loan laptops, carry bags, input devices, battery packs,

and any other equipment provided to or handled by learners, trainers, or Step By Step staff.
It applies alongside the Step By Step Terms of Service and the Hardware Loan Agreement.

1. Purpose and Scope

Step By Step Training Limited provides hardware, primarily laptop computers and associated
peripherals, to learners to enable training to commence without delay. Providing appropriate
equipment at speed is a core part of the service Step By Step offers to learners and funders.

This policy applies to:
» learners who receive hardware on loan from Step By Step for the duration of their
training programme
» trainers who handle, transport, or facilitate the delivery or return of Step By Step
hardware in connection with their training activity

» Step By Step coordinators and staff who manage the hardware asset register, issue
equipment, coordinate logistics, and manage returns

This policy does not alter the terms of the Hardware Loan Agreement, which governs the
learner's specific obligations with respect to each item of equipment on loan. In the event of
any inconsistency between this policy and the Hardware Loan Agreement, the Hardware
Loan Agreement prevails.

2. Definitions

 Term Meaning

Hardware Any item of physical equipment owned or managed by Step By Step and
provided on loan to a learner for the purposes of training, including laptop
computers, carry bags, USB mice, battery packs, and any other
peripherals designated as Step By Step equipment.

Hardware Loan The agreement between Step By Step and a learner governing the loan of

Agreement specific hardware items for a defined loan period.

Loan Period The period during which a learner has possession of Step By Step
hardware, beginning on the date of delivery and ending on the Return
Date.

Return Date The date by which a learner must return hardware to Step By Step, as

specified in the Hardware Loan Agreement.



Recommissioning The process of wiping, resetting, testing, and preparing a returned
hardware item for issue to a new learner.

Base The Step By Step operational hub to which hardware is returned at the
end of each loan period, pending recommissioning and reissue.

3. Hardware as Part of the Training Service

Step By Step regards the timely provision of appropriate hardware as integral to the training
service. Delays in hardware delivery are among the most common causes of training
deferral, so getting the right device to the learner quickly is a priority.

Where hardware rental or facilitation fees apply, these are set out in the relevant client
agreement or Referral.

4. Loan Types

Step By Step offers two loan types, confirmed at the time of referral:

» Training Period Loan: hardware is provided for the duration of the learner's approved
training programme only. The Return Date is the end of the last approved training
session. This is the default loan type.

» Vocational Rehabilitation Loan: hardware is provided for the duration of the learner's
vocational rehabilitation programme, extending beyond the formal training period
where the funder has confirmed this is required. The Return Date is agreed between
Step By Step and the referring funder.

Where no loan type is specified at the time of referral, the Training Period Loan applies by
default.

5. Asset Management

Step By Step maintains a Hardware Asset Register recording the status, assignment,
condition, and history of each item of hardware. Summary data is reported regularly to Step
By Step management.

Hardware that cannot be recommissioned to a standard suitable for further use will be
written off the asset register. Step By Step will make reasonable efforts to recover costs from
the responsible party before writing off damaged or lost hardware.

6. Hardware Delivery and Issue

Hardware is delivered to learners by courier to the learner's confirmed delivery address, or
by the trainer directly where this has been arranged. Step By Step is responsible for
arranging and paying for return courier logistics unless the Hardware Loan Agreement
specifies otherwise.

The learner's delivery address may be shared with the assigned trainer and with Step By

Step's courier logistics provider for the sole purpose of hardware delivery and return, with the
learner's consent.



7. Hardware Return

All hardware must be returned to Base by the Return Date. Step By Step will send return
reminders to the learner no less than 5 working days before the Return Date.

Where hardware is not returned by the Return Date, Step By Step will:
« attempt to contact the learner within 2 working days

+ engage the referring funder or vocational service provider if the learner cannot be
reached within 5 working days

» activate GPS tracking where enabled if hardware cannot be located within 10
working days

Recovery costs for lost or unreturned hardware may be pursued through the referring funder,
the learner, or through debt collection, in accordance with the Hardware Loan Agreement.

8. Hardware Recommissioning

All returned hardware must be recommissioned before reissue. Recommissioning includes a
data wipe to Step By Step standard, operating system and software reinstallation, functional
testing, and condition assessment.

Hardware that fails recommissioning testing is removed from the available pool and
assessed for repair, refurbishment, or write-off.

9. Health, Safety, and Handling

All handling of Step By Step hardware must be conducted safely and with reasonable care.
Trainers who transport hardware for delivery or collection must ensure it is appropriately
secured during transport and must report any loss, damage, or incident to a Step By Step
coordinator on the same day it occurs.

Learners are responsible for the safe use, storage, and custody of hardware during the Loan
Period, in accordance with the Hardware Loan Agreement.

10. Data, Privacy, and GPS Tracking

Step By Step collects and holds personal information in connection with hardware
management in accordance with the Privacy Act 2020 (NZ) and the Step By Step Privacy
Policy.

Where Step By Step hardware is GPS-enabled, Step By Step may activate GPS tracking if
hardware is reported lost or stolen, or if hardware has not been returned within 10 working
days of the Return Date. Learners are informed of this capability at the time of signing the
Hardware Loan Agreement.

Step By Step does not use hardware-embedded monitoring for any purpose other than loss
or theft recovery.



11. Policy Governance

This policy is a public document, accessible through the Step By Step website and
incorporated by reference into the Step By Step Terms of Service. Step By Step may update
this policy from time to time. Material changes will be communicated to active trainers and
referring funders with reasonable notice before they take effect.

12. Contact

Step By Step Training Limited
admin@stepbysteptraining.co.nz
www.stepbysteptraining.co.nz
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