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ADMINISTRATIVE GUIDELINE

Title:  Procedures for Borrowing Board Owned Property by Staff
Effective Date:  March 26, 2008
Responsibility: Superintendent of Business

1.
Rationale
1.1
The Near North District School Board supports the loan of portable Board-owned equipment for work related educational purposes.  Borrowing Board owned property for personal use by staff is not permitted.  

The following procedure outlines the process to be followed for staff borrowing Board owned equipment for work related educational purposes. 
2.
Authority


2.1
Senior Management, Principals or Supervisors, will be responsible to:



2.1.1
keep a record of all borrowed equipment on file, in the school office 


including a description of the equipment with serial & model numbers, 


date of loan, and condition of equipment loaned on attached form A.  
 


2.1.2
ensure employee is aware of the procedures for borrowing Board owned 


property. 


2.1.3
sign and have employee sign attached form  “A - Loan of Board Owned 


Equipment”. 
2.1.4
facilitate and carefully monitor the loan of such equipment making sure if specialized training or certification is required to use the equipment the borrower has that training or certification.


2.1.5
ensure equipment is returned in a timely manner.  Equipment shall be 


loaned for no longer than one evening or one weekend during the school 


year so that all equipment is in the school/office during the regular 



instructional day.

2.1.6
equipment may be loaned for longer periods if required for off-site projects during school holidays including summer as long as the loan does not interfere with summer school or regular summer servicing of equipment.

2.1.7
record date of return and condition of returned equipment on original form.


2.1.8
ensure loaned equipment is available for school program or office use 


during regular instructional day and for special events.

2.1.9
ensure that records of borrowed Board owned equipment are made available upon request to representatives from the Administration Office or the Board’s external auditors. 

2.1.10
if the equipment being borrowed is made up of more than one item then an itemized list is to be created and attached (i.e. I.T. equipment or shop equipment)

3.
Responsibility

3.1
It shall be the responsibility of the staff member borrowing Board owned 
equipment to:



3.1.1
seek prior approval from principal, manager, or immediate supervisor and 


borrow only equipment signed for


3.1.2
agree to and sign the form “Loan of Board Owned Equipment”



3.1.3
take financial responsibility for any loss or damage to the equipment 



3.1.4
be aware that the privilege of borrowing Board owned equipment shall be 


revoked if repeated damage or misuse of equipment occurs



3.1.5
return all Board owned equipment as agreed upon or upon request by 


immediate supervisor


3.1.6
ensure immediate supervisor checks in the equipment and records return

4.  
Prohibited Use of loaned Board owned  Equipment

4.1.
Remote technology cannot be used for knowingly transmitting, retrieving, or 
storing any communication that is:



4.1.1
Discriminatory or harassing;



4.1.2
Derogatory to any individual or group;



4.1.3
Obscene, sexually explicit or pornographic;



4.1.4
Defamatory or threatening;



4.1.5
In violation of any license governing the use of software; or 



4.1.6
Engaged in for any purpose that is illegal or contrary to the Near North 


District School Board’s policies or business interests. 



4.1.7
To conduct business other than work related for the Near North District 


School Board



4.1.8
Equipment loaned is for the use of the staff member borrowing only.

LOAN OF BOARD OWNED EQUIPMENT
Both employee and immediate supervisor must SIGN the appropriate lines below.

Please complete this form and keep on file.
Name of Employee:  ___________________
Position:  __________________________
School or Location/& Department:  ________________________________________________
Item on Loan:   ________________________________________________________________
Model:  __________________________________
Serial No.:  ________________________
Accessories:  ______________________________________

Condition at time of Loan:  _______________________________________________________
Date of Loan:  __________________________
Return Date:  ________________________
Condition at time of Return:  _____________________________________________________
This employee will use the Board-owned equipment for business purposes and abide by the guidelines for use of Board owned equipment.

___________________________________

__________________________________
Supervisor





Employee

Our mission is to educate learners to their fullest potential in preparation for life-long learning.


