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DIGITAL INCLUSION POLICY 

2020-2021 

 

RATIONALE 

The Digital Inclusion Policy 2020-2021 is in place to offer the long term loan of Glasgow School of Art 
laptops to students to enable them to study online, where they may be unable to access this 
equipment otherwise due to financial hardship, digital exclusion, or other relevant circumstances. 

Context  

The Glasgow School of Art (GSA) has increased its academic commitment to remote learning.  This is 
a sensible and positive development and also a mitigation of risk in a COVID-19 context.  However, 
GSA is aware that not all students have access to the necessary hardware and/or software to 
undertake their learning in this way and is committed to providing additional support to ensure that, 
students experiencing digital exclusion are able to access their learning and enjoy parity of 
experience and opportunity with their peers. 

GSA is seeking to support students through the long term loan of laptops and access to a standard 
suite of software for the duration of their studies at GSA. This support is targeted at groups of 
students who will benefit most from this support and can evidence that requirement. 

 

Approval, Management, Monitoring, and Reporting 

As outlined below, approval of individual applications will be made through a Digital Inclusion Panel 
(DIP) and matched against a set of eligibility criteria. A gathered field approach will be used to 
support fairness and parity by having all applications submitted at a single date of application to 
ensure as far as possible that those in most need of the support are not overlooked.  

Monitoring will be maintained by the DIP to enable IT to effectively distribute successful applications 
and support them in maintaining an Asset Register of the laptops.  

Overall responsibility for the Policy will lie with the Deputy Director (Academic) who will review and 
make any recommendations in March 2021 for the appropriate decisions to be made in relation to 
the scheme for subsequent years.  

The DIP will provide an Interim Report via the Convenor to the February 2021 Undergraduate and 
Postgraduate Committee (UPC) with the Chair of UPC (DDA) taking an annual report to Academic 
Council, Senior Leadership Group and to the Board of Governors.   

 

 



 
Figure 1 - Student application process 

  



1 Call for applications to the Digital Inclusion Scheme 
 

1.1 It is imperative that all students are made aware of the Digital Inclusion Scheme and that 
students have the necessary time to apply. Two weeks will be given from initial 
announcement and launch to application closing date. 

 

1.2 Students will be notified of the scheme, the application process, eligibility criteria and closing 
dates via 
 
• Email to all students; 
• Canvas messaging; 
• Weekly communications from marketing. 

All messaging advertising the scheme will link to the dedicated scheme’s webpage detailing 
further information (www.gsa.ac.uk/digitalinclusion). If required, students can request this 
information is posted to their home address. 

 

2 Eligible students 
 

2.1 The scheme is open to full and part time undergraduate and postgraduate students studying 
at GSA in 2020/21 who do not already have access to appropriate IT equipment for their 
studies. Eligible students will have been assessed by Student Awards Agency Scotland (SAAS) 
or other UK equivalent as being one of the following: 

• Having a household income of no more than £34,000; 
• A Care Leaver; 
• Estranged from their parents. 

2.2 Care Leavers and Estranged students who have not been confirmed as such by SAAS (or 
equivalent) may still be eligible for the scheme providing sufficient evidence can be produced. 

 

Students who are eligible for the Disabled Students' Allowance (DSA) should apply for that in 
the first instance. Student Support will be able to provide assistance to students in completing 
applications. Further information can obtained by emailing learningsupport@gsa.ac.uk or 
visiting the website http://www.gsa.ac.uk/life/student-support-services/support-for-students-
with-a-disability/disabled-students-allowance/ 
 

2.3 Students from outside the UK are also eligible to apply but must produce evidence to support 
their application which highlights economic hardship and lack of access in line with the above 
thresholds in 1.1   

 

2.4 Students must have fully registered on their course for the 2020/21 Academic year.  
 

2.5 There is a limited number of laptops available so eligibility does not guarantee that students 
will receive a laptop.  GSA will operate a ‘gathered field’ approach for the allocation of the 
laptops in order to guarantee allocation to the highest priority students. Selection process and 
allocation is explained in detail in Sections 3 and 4. 

 



A gathered field approach will provide a single date for submission for applications so that 
they can be considered at one time, in line with the set criteria to establish parity in 
consideration.  

 

3 Application Process 
 

3.1 Applications can be made via the online application form. Students should ensure they 
upload/forward copies of the supporting evidence from SAAS or equivalent agency to ensure 
applications are dealt with in a timely manner. If students are unable to make an online 
application, alternative means will be provided via telephone as outlined on the website at 
www.gsa.ac.uk/digitalinclusion 
 

3.2 Eligibility will be assessed by the Digital Inclusion Panel and additional evidence may be sought 
from the student to confirm their circumstances.  

 

3.3 Applications must be received by the scheme’s closing date. No applications will be 
considered after this date. 
 

3.4 GSA will seek to respond to applications within 10-14 days of the scheme’s application 
deadline.  

 

  



 

4 Selection Process 
 

4.1 Final decisions and selection will be made by a Digital Inclusion Panel comprising of three GSA 
Staff: 

• Head of Continuing and Professional Education (Convenor); 
• Head of Student Support and Learning Services; 
• A named nominee agreed by the Heads of Schools (Undergraduate Programme Leader – 

School of Simulation and Visualisation). 

 
4.2 A gathered field will be used to make the laptop allocation process more manageable and to 

ensure laptops are offered to the most applicable students. 
 

4.3 A single application deadline will be set and will be strictly adhered to.  Applications will 
initially be filtered as they are received using the criteria detailed in Section 2.   
 

4.4 This gathered field approach also ensures that applicants can be prioritised in the unlikely 
event that eligible demand exceeds the number of laptops available. This guarantees that 
those students most affected by digital exclusion will secure a laptop. 

 

 

4.5 Allocation Prioritisation and Parity Controls 
 

4.5.1 The criteria states that students with a family household income less than £34k will  apply. If 
the applications being considered in the gathered field exceeds the number of available 
laptops, then the panel would prioritise household incomes under £21k, 21-24k and 24-34k 
respectively. All applications under £34k would be eligible but priority will be given to 
household incomes under £21k. 

 

4.5.2 Students from outside Scotland should provide equivalent evidence as supported via other 
Student Finance Companies such as Student Finance England, Wales etc. Students from 
outside the UK should provide evidence to the above equivalent levels as appropriate.  

 

4.5.3 Other appropriate evidence such as housing support, income support, family credit etc will 
also be considered in lieu of the above. 

 

  



5 Loan of laptop 
 

5.1 Students who have had their application approved will be notified by the DI Panel. 
 

5.2 The specification of the loaned laptop provided will be a standard GSA specification and 
determined to be appropriate for the large majority of student needs.  

 

5.3 IT services will contact students directly to make the necessary arrangements for collection. 
 

5.4 Upon collecting the laptop from IT Services, the student must complete a GSA Digital Inclusion 
Loan Agreement (Appendix A) that defines the student’s responsibilities and their agreement 
to the DI Scheme’s Terms and Conditions (Section 6). 

 

5.5 GSA IT will manage an asset inventory of the laptops. 
 

 

6 Digital Inclusion Laptop Loan Terms and Conditions 
 

6.1 The student is responsible for taking due care of the IT equipment that they have been 
loaned, until it is returned to GSA.  

 

6.2 The student must inform the GSA IT Department as soon as possible if the equipment is stolen 
and provide a police report covering the incident including the police incident number.  

 

6.3 The student may keep the loaned equipment for the duration of their studies and will be 
expected to return this to GSA IT no later than 7 days after withdrawal or completion of their 
course, or where the loan is otherwise no longer required (whichever comes first).  
 

6.4 The loaned equipment will remain the property of the GSA. 
 

6.5 Students who defer their place after their application has been approved will not be issued 
with a laptop until they return to their studies. Allocation of a laptop will be subject to 
availability.  

 

6.6 Students who suspend their studies such as taking a leave of absence will return their loan 
laptop as per the returns process. The laptop will be returned to the student when they return 
to their studies should they still require the equipment and subject to availability.  

 

6.7 Students who withdraw or are excluded from their studies will return their laptop 
immediately via the returns procedure.  

 

6.8 Recipients will only be eligible for the loan once during the duration of their programme. 
 



6.9 Recipients who lose or damage their laptops will not receive a replacement. 
 

6.10 The equipment is for academic purposes only. It is not to be loaned to any third party or 
family member. The laptop must be used in accordance with the terms of the GSA Student 
Acceptable IT Use Policy http://www.gsa.ac.uk/media/1319601/student-acceptable-it-use-
policy-2016-fg.pdf 

 

6.11 GSA’s decision on the allocation of the equipment is final.  
  



APPENDIX 1 

 

GSA Digital Inclusion Laptop Loan Form 
Upon authorisation for the loan of IT equipment to a student, the student’s responsibility 
and liability is as follows: 

Student’s Responsibility: 

• You are responsible for taking due care of the IT equipment that you have been loaned, until 
it is returned to GSA.  

Student’s Liability: 

• You will be liable for damage, caused by neglect, or loss of the equipment up to a maximum 
value of £500.  

 
• If your IT equipment has been stolen, you are required to inform the GSA IT Department as 

soon as possible and provide a police report covering the incident, giving the police incident 
number when you have it.  

 
Warranty: 

• All machines come with a 3-year Manufacturer’s Warranty, should you have any issues 
with your GSA device please contact IT in the first instance. 
 

Returns 

You may keep the loaned equipment for the duration of your studies and will be expected to return 
this to GSA IT no later than 7 days after withdrawal or completion of your course, or where the loan 
is otherwise no longer required (whichever comes first).  
 
Digital Inclusion Terms and Conditions 
 

• The loaned equipment will remain the property of the GSA. 
 

• If you defer your place after your laptop application has been approved you will not be 
issued with a laptop until you return to your studies. Allocation of a laptop will be subject to 
availability.  

 

• If you suspend your studies such as taking a leave of absence, you will return your loaned 
laptop as per the returns process. The laptop will be returned to you when you return to 
your studies should you still require the equipment and subject to availability.  

 

• If you withdraw or are excluded from your studies, you will return your laptop immediately 
via the returns procedure.  

 



• You will only be eligible for the loan once during the duration of your programme. 
 

• If you lose or damage your laptop, you will not receive a replacement. 
 

• The equipment is for academic purposes only. It is not to be loaned to any third party or 
family member. The laptop must be used in accordance with the terms of the GSA Student 
Acceptable IT Use Policy http://www.gsa.ac.uk/media/1319601/student-acceptable-it-use-
policy-2016-fg.pdf 

 

• GSA’s decision on the allocation of the equipment is final.  
 

 
 
Please complete the information below, this is required before any IT equipment is loaned 
out.  
 
I accept the responsibilities, liabilities and terms and conditions outlined in this document. 
 
Student Name:  

Student Matriculation Number:    

Student Signature:  

Date:  
 
 
For IT use only: 

Asset Type:    Asset Number:   Date: 
 


