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       Replacement Process for Lost, Stolen or 

Damaged Portable Technology Devices 
 
TO:  All Staff 
 
FROM:  Camille B. Jones, Chief Operating Officer 
 
 
HCPSS employees are fiscally responsible for lost, stolen or damaged portable technology devices 
assigned to them.  Policy 8080 Section IV “Standards” & Section V “Responsibilities” states the 
following: 
 

• “Cost incurred due to negligence or misuse that result in malicious destruction or theft of 
HCPSS technology will be the financial responsibility of the negligent individual(s).”  

 
• “The Superintendent/Designee will establish guidelines and appropriate acceptance forms 

for the responsible use of technology and social media. 
 
The attached Assigned Technology Device Agreement was recently revised to include a 
depreciation schedule that reduces the cost employees must pay when they damage or 
lose their assigned device.  Previously, employees were required to pay fifty percent of 
the original value of the device, regardless of the age of the device.  The new payment 
schedule takes the age of the device into consideration. 
 
To facilitate compliance with the policy, the attached Standard Operating Procedure 
(SOP) was developed.  It outlines the process to replace or repair assigned devices.  The 
SOP includes all steps and responsible parties required to remediate lost and/or damaged 
devices in a consistent manner.   Staff is required to report the destruction and/or theft of 
assigned technology devices using the Report of Property Destruction, Theft & Fire 
Destruction form.   
 
The latest version of these documents can be found on the HCPSS Staff Hub under Site 
Map/ Hub Docs/Technology. Should you have any questions, please contact Dennis Moore 
at 410-313-1556. 
 
  
Attachments: Web Links: 
OPS-TEC-BMGT-008-SOP http://tinyurl.com/glc5uq7 
Device Agreement http://tinyurl.com/zx2b27d 
Report of Property Destruction, Theft & Fire Destruction http://tinyurl.com/hukss5l 

  



 

 
  



 

 
 
  



 

  



 
  



 
  



 
  



 

 
  



 

 


