Cabinet for Health and Family Services (CHFS) 
Information Technology (IT) Policies
Category: 070.000 Administrative

070.108 Redeployment of Technology Equipment

Policy:  It is the policy of CHFS that when technology equipment is no longer utilized by an agency and it meets current CHFS standards, the CHFS IT staff will sanitize, re-image, and arrange for the redeployment or storage of the equipment.

Scope: This policy applies to all CHFS employees and contractors, including all persons providing contractor services.

Policy/Procedure Maintenance Responsibility: The Office of Administrative and Technology Services (OATS), Division of Infrastructure and User Support (DIUS) is responsible for the maintenance of this Policy/Procedure.

Applicability: All CHFS employees and contractors shall adhere to this policy.
Exceptions: Any exceptions to this policy must follow the procedures established in CHFS IT Policy #070.203.
Equipment not in service remains the property of the purchasing agency and will only be released with the authorization of the agency.  All transfer of equipment to a different location or different agency must be documented by completing and submitting a CHFS-117 Interagency Record of Equipment Transfer form.  It is the responsibility of the purchasing and receiving agencies to complete the necessary actions, if any, to ensure proper billing and financial reporting of the equipment.
When the equipment is needed again it will be imaged with the current desktop image for the agency receiving the equipment. In the event a new employee is hired, and the agency does not have appropriate equipment for the new staff or funds to purchase new equipment, CHFS IT will provide equipment for the agency from available stock, if available. Certain agencies have opted to retain and store their own equipment for future use.  It is the responsibility of those agencies to make sure the equipment has been sanitized by CHFS IT before it is placed in their storage area and the CHFS-117 has been completed.

Note: It is the responsibility of the new employee or contractor’s supervisor or designee to notify the CHFS Network Helpdesk at least 5 days prior to the start date of the new user. In addition, when a user is terminated or transferred, CHFS IT must be notified to sanitize the equipment.  This notification must also be submitted to the CHFS Network Helpdesk.
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· CHFS IT Policy #070.105 – Surplus Equipment

· CHFS IT Policy #070.203 – Exceptions to Standards and Policies
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