Eastfield College Information Technology Center Laptop Loan/Sign-Out Policy

1. Laptop computers may be signed out for any off-campus function if the function meets these qualifications:
a. The event is for official College business, e.g., conferences, seminars, and other like events.
b. The event relates to your job and function within the College. 
 

2. An Off-Campus Use form must be filled out, and signed by your Division Dean: 

a. The form should include a description of the event.

b. The Checkout date and Return Date on the form should be strictly observed.  The I.T. Manager must approve exceptions if the extended use is less than 1-2 days. 

c. If the Return Date will be more than 2 days, approval from the I.T. Manager will be required and the requestor must fill out another Off-Campus Use form with all the appropriate signatures.

d. Approved Checkout and Return Dates which extend past the end of a semester, require Vice-Presidential approval signatures.

3.  Responsibility for the laptop when it is checked out is placed upon      you.  If the laptop is stolen or damaged due to negligence or       preventable accident, your performance record could be affected.       Example: You travel by plane to another city and place the laptop       in the overhead compartment on the plane. If laptop is missing when you go to retrieve it, you would be held negligent because the laptop was not in your possession at all times. 

Contact person for checking out laptops is John Kanios at 972-860-7096.

Note:  The Laptops that are checked out are not for personal use. 
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