732 RULE

GUIDELINES AND PROCEDURES FOR USE OF SCHOOL OWNED EQUIPMENT

1. The District Administrator/designee shall authorize all off-site/off-hour use of instructional equipment resources by staff.

2. Documentation shall be kept showing dates, locations and purposes of all off-site staff usage of instructional equipment resources.

3. Staff shall be required to complete request forms for off-site/off-hour use of equipment resources.

4. School owned equipment shall not be used by staff for personal reasons.

5. Staff member shall be responsible for the safe return of all equipment.

6. Equipment must be checked out prior to use and upon return. All concerns shall be reported at the time of check out and check in. School personnel may be held responsible for and item which requires replacement of damaged or missing equipment.

7. The insurance company shall be informed when equipment is check out to a staff member.
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