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1.0 Policy 
 
 

1.1 GENERAL 
 

School administrators in charge of buildings and departments are responsible for 
developing measures to control and safeguard District property. 
 
Each employee bears the same responsibility in safeguarding District property that 
has been issued to the employee for District business. 
 

1.2 TEXTBOOK CONTROL 
 

All textbooks owned by the District shall bear the stamp of the District.  Whenever 
possible, teachers will fix proper responsibility on students for lost or damaged 
books, so that their value may be recovered. 
 

1.3 EQUIPMENT CONTROL PROGRAM 
 

School administrators and others will cooperate with the General 
Superintendent/designee in maintaining a property control program for identification 
of furniture and equipment.  The purpose of this program is to comply with federal 
requirements for a property control system, assist in the identification of lost and/or 
stolen property, and facilitate information gathering for accounting and inventory 
purposes.  The control program will include, but will not be limited to a central 
record plan, a highly visible/readily identifiable ownership marking on high value 
furniture and equipment, and a readily available list within each room of the 
equipment and other valuables it contains. 
 
 



 page 2 of 2 
 
 

 
1.4 USE OF EQUIPMENT BY COMMUNITY GROUPS 

 
Public agencies and nonprofit community organizations may borrow certain District 
equipment when doing so does not interfere with the instructional program of the 
schools.  Approval for such uses shall be granted by the Chief of Facilities 
Management and Auxiliary Services/designee.  Outside organizations that use 
District equipment may be liable for damage/loss of such equipment. 
 

In addition to the foregoing, the Chief of Facilities Management and Auxiliary Services/designee 
may develop other regulations and procedures for maintenance and control of materials which 
effectuate the provisions of this policy as well as federal, state, and/or local laws and regulations. 

 
 

Attachments to Policy:  None 
See also:   Material Resources Management 

Student Fees, Fines, and Charges 
Community Use of School Facilities 

 
Legal References: None 
Labor Contract References:  Several collective bargaining agreements with staff units  
     Contain provisions on care, control, and responsibilities for 
     Maintenance of materials and equipment, as well as 
     Sections relating to the use of school facilities and  
     equipment by the unions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


