Spalding Community Service District

POLICY HANDBOOK

POLICY TITLE:
Personal Possessions in the Workplace
POLICY NUMBER:
2025
2025.1 The District shall not be responsible for any personal or non-business items or belongings brought to the District offices or facilities.  Other than necessary personal items such as weather coats, a wallet or purse or briefcase for an employee, prior permission from the General Manager shall be received to bring and keep any personal items in the work place or vehicles.
2025.2 Each employee is provided with locking desk drawers and keys that they may use to secure their personal belongings and therefore each employee is responsible to safeguard their own items of value including wallets, purses, etc. District does not reimburse employees for items lost/stolen at work.

2025.3 An employee’s personal property, including but not limited to packages, purses, and backpacks, may be inspected upon reasonable suspicion of unauthorized possession of District property or violation of District property.
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