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Effective Date: July 1, 2008
Supersedes: Procedure 2.5 dated November 15, 2005

Applies To:  Colleges and System Office

Procedure Responsibility: Facilities Management 
Off-Site Use of Equipment by Employees

Section 2.5.1 - General Policy

Section 2.5.2 - Procedures for Off-Site Use

Section 2.5.1 - General Policy

It is understood that it is necessary to take KCTCS equipment, including computer equipment, off campus for work related use.  No departmentally assigned KCTCS equipment will be utilized off-site without the consent of the department head or his/her designated authority.  System Office staff will be required to obtain approval of their immediate supervisor prior to removal of departmental equipment from the premises. 

The Property Management Office should be notified about equipment, other than laptops, that may be taken off campus so such equipment can be classified under class 9900, Inland Marine insurance.   
Note: equipment taken off campus that is not classified on inventory as Inland Marine insurance is not covered against any kind of loss.

Section 2.5.2 - Procedure for Off-Site Use

A. Each college will maintain a record of departmentally assigned equipment that is being utilized by employees off campus.  This record shall contain at a minimum:

1. Name of employee

2. Description of equipment

3. Inventory tag number

4. Date equipment signed out

5. Expected date of return

6. Signature of approving authority

7. Signature of employee

This record must be available for inspection by the Property Management Office from KCTCS Facilities Management for inventory purposes.  
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It is not necessary to maintain a record of individually assigned equipment, such as laptops, that are taken off campus.
B. No KCTCS equipment shall be removed from KCTCS property for personal use or benefit.

END OF PROCEDURE


