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Employee/Trustee Equipment Checklist

The TDSB provides staff and trustees with specific job related resources to enable each employee and trustee to fulfill their role as efficiently and effectively as possible.  It is the Board’s responsibility to manage these resources properly and all equipment will be retained by the Board for redeployment to areas in need.

To this end, this form must be completed by every supervisor, official or designate for any staff/trustee leaving the Board or their department, i.e. transfer, where resources have been provided.  In the case of a transfer, the supervisor must consider the new work location to determine what resources the employee should retain, i.e. ID card, parking pass, and building access cards.  (If information is required, please contact the department indicated.)

	CORPORATE CARDS
	EQUIPMENT

	
	P-Card (accounting)
	
	Computer

	
	Telephone Calling Card (Telecommunications)
	
	Mac or PC Desktop

	KEYS & ACCESS CARDS
	
	Laptop, Notebook, Tablet

	
	Building/Elevator Access Card (Facility Services)
	
	Personal Communication Devices

	
	Office, Desk, File Cabinets
	
	Peripherals

	
	Computers/Docking Stations Cable lock key
	
	Monitors, Printers, Speakers, Cases

	
	Passwords
	
	Input Devices

	
	Other equipment
	
	Scanners

	
	TDSB ID/Parking Access Card
	
	Projectors

	BOARD RECORDS & FILES
	
	Software

	
	Paper & computer files
	
	Fax Machine

	TERMINATION OF SYSTEM ACCESS
	
	Telephone, Answering Machine

	
	Network (Enterprise Help Desk - EHD)
	
	Cellphones, Smartphones (Telecommunications)

	
	Email & Voicemail (EHD & Telecommunications)
	
	Two-Way Radio, Pagers

	
	Disposal of H Drive, Mailbox (EHD)
	
	Television

	DISCONTINUE
	
	DVD/VCR

	
	Association Memberships
	
	Cameras

	
	Home Business Telephone Services
	
	Calculator

	
	
	
	Tape Recorder

	
	
	
	Any other item/equipment not listed

	

	Declaration:

I have returned all TDSB property:

Employee/Trustee and Date
	I have received the above TDSB property:

TDSB Officer and Date
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