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FCSS/RCHHS equipment may be supplied to FCSS/RCHHS staff and volunteers for use at work and for work related tasks (unless otherwise arranged) and educational purposes only.  
Staff are to take care of this equipment and are responsible for the safe storage and ensuring that any lost equipment or damaged equipment is reported immediately to their Supervisor.  
If for whatever reason the staff member or volunteer is to be away from their regular routine or work schedule, (extended vacation or leave of absence) or their duties no longer require this equipment, they must return all equipment to the FCSS/RCHHS Office prior to leaving on their last day of regular work.  

All equipment is to be signed out in the Equipment Log by the person taking responsibility for it, and when returned they would sign it back into inventory in the equipment log, and another staff must sign that they acknowledge the return of the equipment by the staff member.  
Keys for program delivery sites that are off site of the FCSS/RCHHS office are to be signed out for program delivery day only and then returned at the end of program day.  

Revised/Reviewed Date:  May 30, 2019
This Policy shall be reviewed at the discretion of the Board but at least annually.


