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USE OF THE DEPARTMENT PROPERTY

I. PURPOSE:

To provide guidelines regarding the use of department equipment and supplies.

II. SCOPE:

Departmentwide.

III. Use of State Supplies and Equipment

The Department provides equipment, supplies, materials, computers, files and other resources for employees to effectively perform their assigned duties.  These resources are for official use only.  The use of department time, equipment, supplies or other resources for personal matters, unless otherwise allowed in this manual, is prohibited.  Authorized personal usage shall not provide any personal financial gain for the employee and the employee will pay any cost incurred.

Negligently losing equipment, supplies, material or other departmental resources by the employee or while in the care of the employee is prohibited.  Such action may result in the payment for the replacement or the repair costs by the employee or former employee.

Knowingly damaging or destroying equipment, supplies, material or other departmental resources by the employee or while in the care of the employee is prohibited.

Such action may result in criminal prosecution as set forth in applicable laws and/or the payment for the replacement or the repair costs by the employee or former employee.

Violations of this policy may result in disciplinary action depending on the situation up to and including dismissal.
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