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Gateway Regional School District
Staff Laptop Assignment Policy

As part of the 1 to 1 Laptop Initiative, the Gateway Regional School District will maintain a number of notebook computers for loan to specified teaching and administrative positions. The number of notebook computers for use will be based on the availability of appropriated district funds. Notebook computers will be issued in late August/early September prior to the first day of the school year. The issuance will be for the duration of the school year. All laptops must be returned at the end of the year for inventory, updating and repair purposes.

An agreement form must be completed and signed by every staff member prior to any computer loan. The form shall be maintained by the district technology department.

Replacement-Upgrade

These computers will be purchased and maintained with district funds for a period of four years. After four years of service, replacement notebook computers will be purchased and put into service. Replacement or upgrade will be contingent upon availability of newer equipment, and the necessary district funds have been allocated to replace the outdated laptops.

Notebook Training

All staff members who have received a laptop are required to attend a series of technology trainings. This training sequence will be established at the district level and will include information on appropriate laptop use and procedures, use of the district networks and required technology skills as outlines by the Massachusetts Department of Education. Once staff members have signed the agreement they will be provided a notebook computer.

The intent of this initiative will be to provide every classroom teaching and administrative position with a laptop computer.  Realizing that we will be confronted with specific budge constraints we will have to establish a list of priority positions for laptop use.  A list of positions eligible for laptop computers will be developed by the district administrative team and will be updated annually.  Staff members that are not eligible for a laptop can participate in training, but that will not affect the laptop eligibility status of their position within the district.  

Laptop Returns

Staff members are required to return their laptop computers by the last day of the school year.  The computers should be returned to the technology department for checkout and release of agreement.  If a staff member terminates their employment prior to the end of the school year they are expected to turn in their assigned laptop to the technology department prior to their last day of service.

Notebooks-Software
All district laptops will be pre-loaded with the standard software in use at the time by the Gateway Regional School District, such as Windows, OSX, Microsoft Office and GroupWise. Any duplication of licensed software that is a violation of the software license is strictly prohibited. If a member owns or purchases other software for use on the computer, the GRSD technology staff must be informed prior to the installation in order to confirm that the installation will not be an infringement of copyright or be potentially harmful to district applications or networks.

The GRSD staff will periodically review the hardware for maintenance and provide software upgrades as deemed necessary.

Use of Personal Laptops
If a staff member wishes to use his or her own personal notebook, the GRSD staff will provide the necessary network interface hardware and software to allow the member to access the GRSD systems. The personal notebook computer shall meet the minimum standards as determined by the GRSD technology department. The agreement form must be completed prior to the loan of any hardware or software. Please refer to the Personal Technology Policy for additional information.

Authorized Use of Laptop Computers
The computer is primarily intended for school use, including the dissemination of information to the general public and the acquisition of information needed by members to perform legislative duties.

The computer and software may not be used for purposes that violate any state or federal law, regulation, policy or procedure, including privacy and copyright laws.

The computer and software may not be used to disrupt normal network use and service, including the propagation of computer viruses, and unauthorized access to protected and private network resources.

Laptop Loss-Damage
All laptop computers are covered against manufacturers defects for 36 months of service. In the event the computer is stolen, misplaced or damaged, if it is determined that the loss or damage was caused by negligence, staff members will be required to replace or pay for the repair of any laptop computer provided to them

For the purpose of this policy, negligence is defined as knowingly causing or allowing to be caused the loss or damage of the notebook computer or its peripherals. The determination of negligence shall be made by the technology director with input from the Superintendent or his/her designee on a case-by-case basis.

A report of loss or damage must be filed with the technology director with 24 hours of the incident.

Laptop Care

Teachers and Staff are responsible for the general care of the laptop they have been issued by the school.  Laptops that are broken or fail to work properly must be taken to the Technology Help Desk located in room 152 of the high school building.  

General Precautions

•  Food or drink should not be stored next to your laptop while it is in use.

•  Cords, cables, and removable storage devices must be inserted and removed carefully from the laptop.

•  You should never carry the laptop while the screen is open. 

•  Laptops must remain free of any writing, drawing, stickers, or labels that are not the property of the Gateway Regional School District.

•  You are responsible for keeping the laptop’s battery charged for school/work each day.  The technology department does not have spare chargers for those that are forgotten.

Carrying Laptops

The protective cases provided with laptops have sufficient padding to protect the laptop from normal treatment and provide a suitable means for carrying the computer within the school.  The guidelines below should be followed:

•  Laptops should always be within the protective case when carried.

•  Some carrying cases can hold other objects (such as folders and workbooks), but these must be kept to a minimum to avoid placing too much pressure and weight on the laptop screen.  

Screen Care

The laptop screens can be damaged if subjected to rough treatment.  The screens are particularly sensitive to damage from excessive pressure on the screen.  The guidelines below should be followed:

•  Do not lean on the top of the laptop when it is closed.

•  Do not place anything near the laptop that could put pressure on the screen.

•  Do not place anything in the carrying case that will press against the cover.

•  Do not poke the screen.

•  Do not place anything on the keyboard before closing the lid (e.g. pens, pencils, or disks).

•  Clean the screen with a soft, dry cloth or anti-static cloth.

Security/Safety

•  Do NOT leave your laptop unattended.  Not even for a few minutes.  Laptops should be stored in locked desks or student laptop lockers.

•  Never leave your laptop in an unsecured office, classroom, or automobile.  

•  Never use any option that “remembers” your password so that you do not have to re-enter it the next time you connect.  The easiest way to breach security is to “borrow” the laptop of another user.  Anyone who has access to the computer, even for a few minutes, has access to the network.  

•  Back up key data onto the network or CDs.  Store your back-ups separately from the laptop.  Assume that only you can back up the data on your laptop.  Back up as often as necessary.

•  Make hard copies of important files and documents.

•  Keep the amount of data stored on your machine to a minimum.

•  Never allow friends or family members to use your school laptop.  Your laptop has access to specific sensitive network resources.  If your laptop is used to inappropriately access those resources or those of another network you are still responsible.







