SUPPORT SERVICES
AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND  EQUIPMENT
 - COMPUTERS – POLICY EDC
By Board policy, Carteret County Schools equipment may be loaned to staff members and staff specialists, when such use is directly or peripherally related to their employment or job-related improvement.

REGULATION

Although school equipment is sometimes purchased for a specific department or age level or individual, such equipment is not to be viewed as exclusively that of a department, level, or individual -- but can be used by others to meet the needs of the school system as determined by the administration and the Board.  

No employee is to take school equipment from the school grounds except for school purposes and only upon approval of the principal or superintendent.  However, the use of school equipment for nonprofit organizations will be given consideration by the administration.

The Board will permit school equipment to be loaned to staff members when such use is directly or peripherally related to their employment, and to students when the equipment is to be used in connection with their studies or extracurricular activities.  Proper controls will be established to assure the lender's responsibility for, and return of, all such equipment.

COMPUTERS
Computer hardware and software may be checked out for school-related use be certified staff members during weekends, holidays, and summer vacation in line with the following rules:

1.  
All hardware and software must be checked out with the principal.  The principal is to maintain a written check-out and check-in inventory procedure for each item loaned out.   Hardware is to be checked out by serial number, and software and accessories by name.  

2.
All initial requests will be honored on a "first come" basis unless the principal designates a certain building task as a priority.  After the initial request by a person, a person's subsequent requests will be honored after other initial requests are honored.  The principal is to coordinate this so all personnel requesting use have a chance to take equipment home on loan.

3.
All computer equipment loaned will be returned to school and checked in 30 minutes before the beginning of the next school day or previous to that time if so designated by the principal.  Length of time for a loan in the summer will be based on school staff needs and established by the principal.

4. Computer hardware and software may be checked out over the summer period, at the principal's discretion, providing said hardware and software is not required for summer school instruction.

5.  
The principal has the option of denying requests to staff members not abiding by the established rules in this policy.

6.
Computer hardware and software damaged or stolen while in an employee's possession must be reported to the principal immediately upon discovery.  The principal shall immediately notify the appropriate law enforcement agency of the theft.  Repairs of damage or the result to negligence by the user shall be the responsibility of the user.

7.
The user of County computer equipment should contact their "homeowners" insurance agent for damage or theft recovery.

