Hesperia Unified School District
School Equipment/Computer Loan Form
Employee Name: 






  Site:  






Home Address:  






  Phone:





I assume the responsibility for the following district equipment for use at home on school business:

Equipment Description:  












Serial # 






HUSD Tag #






School-related purpose:  (Note: Equipment is not for personal use):  



















I have received a copy of the Do’s and Don’ts of Computer Use  



      (Please initial)

Equipment will be returned to:  



 Returned on or before:  




I hereby acknowledge that I am accepting responsibility for district equipment including, but not limited to: theft, damage, or loss, and agree to pay the cost of repairs or replacement.  By signing below I am verifying that I have Homeowner’s/Renter’s Insurance with the following company that will cover this equipment in case of loss, theft or damage.  I certify that the equipment will be used only for district purposes.  I certify that if my employment relationship with the district ceases to exist, I will return all equipment immediately.
Insurance Carrier: 





      Policy # 






I hereby acknowledge receipt of equipment described above.  

 (Please initial)
Employee Signature






Date
Administrator or Designee






Date








*

*

*

*

*

*

*


Return of Equipment
HUSD Representative: 







Date Equipment Returned:  






Do’s and Don’ts

Use of School District Computer/Laptop
Don't eat or drink over the keyboard and mouse or blow smoke over your screen
Don’t let anyone else use a district computer.  It is for your use only; not your spouse, child, friend, neighbor.
Do password protect the computer and data.  

Don’t store students’ personal information on the computer.

All district computers are protected by district licensed anti-virus software.  Don’t disable, remove, or add your own anti-virus software.
Do use a wheeled briefcase or laptop carrier to organize, move and store your laptop.

Don’t store personal information on your computer

Do store the computer properly to keep it protected and clean

Don’t leave the computer in the car, especially in plain sight, or in hot weather.
Don't clean computer with household cleaning products.
Do back up your data on a CD, DVD, or Flash Drive.
Don’t view obscene, offensive, or illegal material 

Don’t install software without permission
Don’t put your computer on the floor. Computers are incredibly expensive vacuum cleaners. The fans that pull air through the case to cool that hot new processor, video card and hard drive are also pulling all the stuff that settles out of the air, and onto the floor, into your computer.
 
Don’t let your pet sleep, lay or play next to your computer. This is another reason to keep your computer off the floor and on your desktop. 
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