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Step 1: What to Communicate  
If equ ipm ent is  be ing re tu rned  to  the  college  or business office , the re  a re  a  few im portan t rem inde rs 
tha t need  to  be  conveyed  to  em ployees and  to  in form ation  technology team s hand lin g and /or 
rece iving equ ipm ent. 
 
Clean in g and  d isin fectin g equ ipm ent on  a  regu lar b asis  isn ’t just crucia l for the  device , it rem oves 
dange rous ge rm s tha t m ay be  harm fu l. 
 
Im portan t key m essages to  re lay to  studen ts, em ployees and  in form ation  tech nology team s 

● Equipm en t (e .g., com p ute rs, m onitors, cab le s, accessorie s, p rin te rs) taken  hom e  should  be  
cleaned  and  d isin fected  p rior to  re tu rn in g to  the  college  or business office . 

● Best p ractice s on  how to  clean  and  san itize  equ ipm e nt will be  p rovided . 
● IT team s will fo llow a  specific p rocess to  clean  and  san itize  loaned  equ ip m ent or equ ipm ent 

be ing re tu rned  for se rvicing (for exam ple , de sign a ted  re tu rn  hours, scheduled  d rop  offs for 
repa irs). 

 

Step 2: How to Protect Yourself  

Students and Employees  
In form ation  Technology Se rvice s recom m ends tha t studen ts and  em ployees take  the  following 
precau tions when  clean ing and /or d isin fectin g equ ipm ent and  o the r su rfaces. 

● Wear d isposab le  gloves m ade  of la tex (or n itrile  gloves for those  tha t a re  la te x-sensitive ) 
when  clean ing and  d isin fe cting surfaces. 

● Obse rve  the  Cente rs for Disease  Control and  Preven tion’s (CDC) COVID-19 gu idance  for 
clean ing and  d isin fectin g surfaces and  m ate ria ls  (e .g., e lectron ics, hard  surfaces, soft 
su rfaces). 

 

Information Technology Services Staff  
In form ation  technology sta ff m em bers a re  to  wear and  take  the  followin g pre cau tions when  
clean ing and  d isin fectin g equ ipm ent. 

● Wear d isposab le  gloves m ade  of la tex (or n itrile  gloves for those  tha t m ay be  la tex-sensitive ) 
when  clean ing and  d isin fe cting surfaces. 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
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● Wear masks (N95 or masks capable of blocking smoke, dust and pollen)  
● Wear protective goggles  
● Observe the Centers for Dis ease Control and Prevention’s (CDC) COVID-19 guidance for 

cleaning and disinfecting  surfaces and materials (e.g., electronics, hard surfaces, soft  
surfaces).  
 

Step 3: How to Disinfect Equipment  

General Disinfecting and Cleaning Guidance  
When d isin fecting and  cle an ing e lectron ics equ ipm ent, seve ra l recom m endations a re  lis ted  be low. 

● Com pute rs, com pu te r accessorie s and  e lectron ics in  shared  loca tions shou ld  be  frequen tly 
cleaned  and  d isin fected . Note : For shared  and  non -shared  com pute rs (for exam ple , a  device  
a t a  studen t or em ployee ’s desk) , it is  recom m ended  tha t keyboard  cove rs and /or skins be  
used  for easie r d isin fecting and  clean in g. 

● Use  d isin fecting wipes tha t a re  sa fe  for use  on  e lectron ics equ ipm ent or m icrofibe r cloth . 
● Avoid  excessive  wip ing,  use  of wipes or cloth  tha t a re  d ripp ing we t, and  subm erging 

com pute rs or accessorie s in  wate r or clean ing solu tions. 
● Unplu g a ll exte rna l AC power sources and  cab le s be fore  d isin fecting and  clean ing. 
● Do not use  ae rosol sp rays, b leach  or abrasive  cleane rs. 
● Ensure  m oistu re  does not ge t in to  any open ings (for exam ple , ports , keyboard s). 
● Never spray cleane r d irectly on  com pute rs or accessorie s.  

 

What You Need Before You Begin  
The  followin g m ate ria ls  a re  recom m ended  to  p rope rly and  safe ly san itize  e lectron ics equ ipm ent, 
cab le s and  accessories. 

● Disposab le  gloves m ade  of la tex (or n itrile  gloves for those  tha t m ay be  la tex-sensitive )  
● Disinfecting wipes tha t a re  capab le  of killing ge rm s and  are  safe for use on electronics  
● If sa fe -for-use  d isin fecting wipes a re  not ava ilab le , follow the  CDC’s COVID-19 clean ing and  

d isin fecting gu idance  for e lectron ics (a lcohol solu tion  consisting of 70% isopropyl a lcohol 
and  30% wate r) 

● Microfibe r towe ls 
● Cotton  swabs/b a lls  

  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
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For Students and Employees  
For studen ts or em ployees re tu rn ing equ ipm en t from  hom e  to  the  college  or to  the  office , the  
followin g gu idance  is  recom m ended  to  p rope rly san itize  your equ ipm ent. 
 

Learn Before You Return Quick Start Guide  
View th is qu ick sta rt gu ide  to  becom e  fam ilia r with  the  basics of clean ing and  d isin fecting e lectron ics 
equ ipm ent. 

● View the  “Learn  Be fore  You  Re turn” gu ide  for assistance . If the re  a re  questions, s tuden ts and  
em ployees shou ld  con tact the ir loca l he lp  desk for assistance . If add ition a l gu idance  is  
needed , p lease  re fe r to  the  “Learn  Be fore  You  Re turn  De ta iled  Instructions” section  be low. 

● For returns and drop offs : secure ly pack the  equ ipm ent in  the  trunk area  of the  veh icle 1.  
 
Learn Before You Return Detailed Instructions  
For add itiona l de ta iled  gu idance ,  p lease  review the  followin g instructions. If the re  a re  questions, 
s tuden ts and  em ployees shou ld  con tact the ir loca l h e lp  desk for assistance . 

1. Wear d isposab le  gloves m ade  of la tex (or n itrile  gloves for those  tha t a re  la te x-sensitive ) 
when  clean ing and  d isin fe cting surfaces. 

2. Turn  off the  device  and  d isconnect AC power. Disconnect exte rna l device s. 
3. Use  d isin fecting wipes tha t a re  sa fe  for e lectron ics or m oisten  a  m icrofibe r clo th  with  a  

m ixture  of 70% isopropyl a lcohol /  30% wate r (CDC guidance ). Do not use  fib rous m ate ria ls , 
such  as pape r towe ls or to ile t pape r. The  wipe  or m icrofibe r cloth  shou ld  be  m oist, bu t n ot 
d ripp ing we t. 

4. Using safe -for-use  d isin fecting wipes or a  m oistene d  m icrofibe r cloth , gen tly wipe  on  the  
surfaces to  be  cleaned . Because  m oistu re  can  cause  extensive  dam age , do no t a llow any 
m oistu re  to  d rip  inside  of your equ ipm ent (for exam ple , inside  keyboards, d isp lays, ports). 

5. Start with  the  com p ute r, d isp lay and  end  with  any flexib le  cab le s (for exam ple , power cab le s, 
m onitor cab le s, e the rne t cab le s, USB cab le s).  

6. Ensure  surfaces have  com ple te ly a ir-d ried  be fore  tu rn ing the  device  on  a fte r clean ing. 
Important : The re  shou ld  be  no visib le  m oistu re  on  the  cleaned  surfaces of the  equ ipm ent. 

                                                        
1 If boxin g, m ark the  boxes . If not boxin g, be  care fu l carrying an d  packing equ ip m ent in  the  veh icle . 
When  packing in  the  veh icle ’s trunk / luggage  a rea , pack the  equ ipm ent in  a  way to  ensure  noth ing 
can  sh ift while  in  transit. 

https://drive.google.com/file/d/1b5APhTopZvoKYKPQDHN74Rl_PjkPuaRu/view
https://maricopa.sharepoint.com/sites/DO/IT/Pages/helpdesk.aspx
https://maricopa.sharepoint.com/sites/DO/IT/Pages/helpdesk.aspx
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
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7. For returns and drop offs : secure ly pack the  equ ipm ent in  the  trunk area  of the  veh icle 2.  
8. Discard  gloves and  d isin fecting wipes a fte r clean ing and /or packing for transp ort. Discard  or 

wash  m icrofibe r towe ls if they were  used . Clean  hands im m edia te ly a fte r the  d isposab le  
gloves a re  rem oved . 
 

For Information Technology Staff  
Loaned  equ ipm en t or equ ipm ent d ropped  off for repa irs  or se rvicing will be  thorou ghly san itized  
be fore  it will be  re tu rned  to  inven tory for fu tu re  use  or se rviced  by the  IT sta ff. 
 
The  District In form a tion  Technology Se rvice s (ITS) team  has deve loped  a  two-phased  p rocess for 
rece iving (phase  1) and  d isin fecting (phase  2) equ ipm ent. 

● Phase  1: Con tactle ss equ ipm ent re tu rns and  drop  offs  
● Phase  2: Clean ing and  d isin fecting equ ip m ent 

 
Phase 1: Contactless Equipment Returns and Drop Offs  

For the  safe ty of our custom ers and  em ployees re tu rn ing loaned  equ ipm ent o r equ ipm ent in  need  
of se rvicing, ITS has deve loped  a  curbside  “con tactle ss” equ ipm ent re tu rn  and  drop  off p rocess. 

Types of Re turns 
● Loane rs: Equip m ent th a t has been  borrowed  for tem porary use . 
● Drop  offs for repa irs: Equipm ent th a t is  in  need  of repa ir or se rvicing. 

Hours of Se rvice  
● Loane rs: For conven ience , the re  will be  designa ted  re tu rn  hours da ily. Hours m ay vary based  

on  dem and . 
● Drop  offs for repa irs: District Office  loca tion-based  em ployees 3 shou ld  subm it a  he lp  desk 

ticke t. Drop  offs for repa irs , se rvicing, and  p ickups will be  scheduled . 

                                                        
2 If boxin g, m ark the  boxes . If not boxin g, be  care fu l carrying an d  packing equ ip m ent in  the  veh icle . 
When  packing in  the  veh icle ’s trunk / luggage  a rea ,, pack in  a  way to  ensure  noth in g can  sh ift while  
in  transit. 
3 The  “District Office” includes the  District Office , Em era ld  Poin t, Wood Stree t and  Maricopa  Public 
Safe ty loca tions. 

https://maricopaccd.sysaidit.com/servicePortal
https://maricopaccd.sysaidit.com/servicePortal
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Curbside Returns and Drop Offs  
● Returns and drop offs will occur in a designated area between the District Office and 

Emerald  Point (2419 West 14th Street, Tempe, AZ 85281) buildings.  Signage, cones and ITS 
team members will be onsite directing traffic.  

● After arrival, the employee should call ITS ( 480-521-7470) identifying themselves, the color, 
make, model and license plate of  their vehicle, along with a description of what is being 
returned.  

● Important : To limit contact,  all items are to be stored in the trunk / luggage area  of the 
vehicle . All windows in the vehicle are to remain closed . Verbal interactions will occur via 
pho ne only . 

● Wearing protective gear, ITS team members (1 - 2) will remove the equipment from the 
vehicle and close the trunk / luggage area.  

 
Phase 2: Cleaning and Disinfecting Equipment  
The  hea lth  and  safe ty of our custom ers and  em ployees is a  top  p riority. Th is focus sta rts  with  the  
con tactle ss equ ipm ent re tu rns and  drop  offs followed  by thorough  clean ing and  san itizin g to  
rem ove  ge rm s tha t m ay b e  harm fu l. 

Pro tective  Gear to  Use  While  Disinfecting Equipm ent 
Team  m em bers will wear the  followin g protective  gear during the  san itiza tion  p rocess. 

● Disposab le  gloves m ade  of la tex (or n itrile  gloves for those  tha t m ay be  la tex-sensitive ) when  
clean ing and  d isin fectin g surfaces. 

● Masks (N95 or m asks capab le  of b locking sm oke , d ust and  pollen) 
● Protective  goggle s  

Mate ria ls to  Use  While  Disinfecting Equipm ent 
Team  m em bers will use  the  following m ate ria ls  to  d isin fect equ ipm ent be fore  re tu rn ing it to  the  
inven tory for re -use  or beginn in g repa irs  and /or se rvice . 

● Disinfecting wipes tha t a re  capab le  of killing ge rm s and  are  sa fe  for use  on  e lectron ics 
● If sa fe -for-use  d isin fecting wipes a re  not ava ilab le , follow the  CDC’s COVID-19 clean ing and  

d isin fecting gu idance  for e lectron ics (a lcohol solu tion  consisting of 70% isopropyl a lcohol 
and  30% wate r) 

● Microfibe r towe ls 
● Cotton  swabs/b a lls  
● Table s for p lacing equ ipm ent tha t is  be ing d isin fecte d  
● Racks for se tting equ ip m ent on  to  a ir-d ry 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
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The Disinfection Process  
The following process will be used to disinfect loaned e quipment and/or equipment returned for 
repairs and servicing.  

1. Wear protective gear (see “Protective Gear to Use While Disinfecting Equipment”) and place 
all equipment (computers, accessories, bags, etc) on tables that are setup for cleaning.  

2. Use disinfecti ng wipes that are safe for electronics or moisten a microfiber cloth with a 
mixture of 70% isopropyl alcohol / 30% water (CDC guidance) . Do not us e fibrous materials, 
such as paper towels or toilet paper. The wipe or cloth should be moist, but not dripping 
wet.  

3. Using safe-for -use disinfecting wipes or a moistened microfiber cloth, gently wipe on the 
surfaces to be cleaned. Because moisture can cause  extensive damage, do not allow any 
moisture to drip inside of your equipment (for example, inside keyboards, displays, ports).  

4. Clean and disinfect all equipment (beginning with computers, displays, flexible cables such 
as power cables, monitor cables, eth ernet cables, and USB cables, keyboards, mice, 
computer bags).  

5. Place the equipment on the supplied racks and ensure that all surfaces have completely air -
dried. Important : There should be no visible moisture on the cleaned surfaces of the 
equipment.  

6. Repeat steps 1 - 5 before turning the devices on or storing for future use. Important : For 
equipment being returned to customers after repair or service, repeat steps 1 - 5 before 
returning the equipment to the customer.  

7. Discard gloves and disinfecting wipes af ter cleaning, disinfecting and/or storage. Wash or 
discard microfiber towels if they were used. Clean hands immediately after the disposable 
gloves are removed.  

8. Loaners: Complete and submit any/all applicable documentation for the returned 
equipment to Mar icopa Business Services for asset recording and tracking purposes (for 
example, property loan agreement, property transfer disposal form). Important : Electronic 
forms, acknowledgements and e -signatures are to be used.  

 
 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
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