Campus Information and Considerations for a 1:1 Computer and Technology Integration
I. Hardware

A.  Laptop with A/C Charger (numbered for inventory)
B. Bags (numbered for inventory)
C. Tags (numbered for inventory)
D. Loaner Computers (planned check out system)
E. Promethean Board and Projector
F. Document Camera

G. Flash Drives/SD Cards

H. Surge Protectors in classrooms

II.  Rules/Procedures

A.  Technology requests (Track It)

B. Procedures for students with issues (send laptop only – no bag or charger)

C. Paperwork

1.  Acceptable Use Policy

2. Laptop Pledge

3. Condition Form

4. Update student laptop assignment list

D.  Payment for using laptop

E. Damages letter

1.  Fine collection procedures

2. Warranty replacement with vendor

F. New Student procedures and needs

1.  Hardware

2. Adding student to programs (accounts, passwords, email,etc.)
G. Withdrawn students

1.  Hardware collection (check for missing or damaged equipment)
2. Removal from programs

H.  Abandonment fee

I. Directions and passwords

III.  Critical Software (These accounts will have to be managed by someone and first time logins will need to be addressed)
A.  Synchroneyes (Smart Synch)

B. School fusion (Web site)

C. Adobe

D. Gaggle

E. Clean Slate

F. Microsoft Office

G. Antivirus

H. Light Speed

IV. Campus Procedures

A.  Checklist for teachers to trouble shoot non-working computers

B. Stop and Go signs for doors

C. Place for students who owe fines to leave laptop

D. Rules for appropriate places to leave laptop (during PE, Athletics, Band, trips, etc.)
E. Technology grade

F. Places to charge laptop
V.  End of Year

A.  Student laptop check in (missing or damaged hardware)

B. Staff equipment check in

C. Inventory

