SUPPORT SERVICES

AUTHORIZED USE OF SCHOOL-OWNED MATERIALS             POLICY EDCA

AND EQUIPMENT—PROJECTORS, ETC.

Employees may be permitted to borrow school equipment such as projectors, cameras, etc., for short periods of time when it is used for school purposes or training.  Priority will be given to use in relation to the development of the school program.  The employee is responsible for returning the equipment in good condition.  The building administrator is responsible for maintaining a record of equipment on loan.  The decision as to which equipment will be loaned and the length of the period of the loan is the responsibility of the building administrator.
SUPPORT SERVICES
AUTHORIZED USE OF SCHOOL-OWNED                          REGULATION EDCA

MATERIALS AND EQUIPMENT—PROJECTORS, ETC.

The Board will permit certain school equipment to be loaned to staff when such use is directly or peripherally related to their employment.  Proper controls will be established to assure the lender’s responsibility for, and return of, all such equipment.

1)
All equipment must be checked out with the principal or responsible specialist.  The lender shall maintain a written check-out and check-in inventory procedure for each item loaned.  Equipment is to be checked out by serial number and materials and accessories by name.

2)
Requests for use of county equipment shall be honored on a “needs” basis or on a principal designated task priority.

3)
All equipment loaned will be returned to school and checked in 30 minutes before the beginning of the school day or at another time designated by the principal.

4)
Equipment may be checked out during the summer period, at the principal’s discretion, providing said equipment is not required for summer school instruction.

5)
Repairs of damage of equipment as a result of negligence by the user shall be the responsibility of the user.  Damage or theft of equipment loaned shall be reported to the principal immediately upon discovery.  The principal shall immediately notify the appropriate law enforcement agency of a theft.

6)
Users should check with their “homeowners” insurance to determine coverage of county-borrowed equipment.
