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2011-2012 Handbook


Purpose of Grant
To give students extended (24/7) learning opportunities through connectivity & instructional digital content
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What Is Issued 

Each student who meets the requirements (page 8) will be issued a Lenovo X100e ThinkPad Netbook, power adapter, surge protector, and a protective laptop carrying case. 

Security 

Each laptop will be identified with asset tags, ownership labels, and internal identification to  facilitate ongoing tracking of laptops. Tampering with or removal of identification or tags is a violation of AISD's acceptable use policy. 

Terms 

The laptop is intended for educational purposes and will be issued upon the student's and parent/ guardian's signed acceptance of the terms of the Parent/Student Laptop  Handbook,  Acceptable Use Policy, and Student Code of Conduct.  The laptop belongs to Arp ISD and is intended to replace textbooks and other instructional materials. 
Title 

Legal title to the property is in the District and shall at all times remain in the District. Your right of 
possession and use is limited to and conditioned upon your full and complete compliance with this 
Agreement and the guidelines set for in the Parent/Student Laptop Handbook. 

Loss or Damage 

If the property is damaged, lost or stolen, you are responsible for the cost of repair or  its fair market value (see page 4) on the date of loss. Loss or theft of the property must be reported to the 
District School Resource Officer by the next day after the  occurrence utilizing the Equipment Loss/Damage Report form (page 10 of this handbook). 
If the event occurs on a weekend or holiday you must call the District  SRO’s 24 hour number:    
(903) 920-7816. 
A table of estimated charges for a variety of repairs is included in the Parent/Student  Laptop handbook on page 4 to which reference is hereby made. 

Care of Equipment 

The student will exercise all reasonable care in the use and handling of the laptop and associated 
peripherals and agree to return the equipment in good condition at the end of the school year or when the student withdraws from the school or in the event that the AISD Tech Department requests the equipment.  

Repossession 

If you do not fully comply with all terms of this Agreement and the Parent/Student Laptop Handbook,
including the timely return of District equipment, the District shall be entitled to declare you in default and come to your  place of residence, or other location to take possession of the property or file a police report for stolen property.
Evaluations 

Spot inspections of the laptops will occur regularly. Students with damaged laptops who fail to report the  damage will be subject to fines and to disciplinary action. 

Terms of Agreement 

Your right to possession and use of the equipment terminates no later than the last day of the school year unless earlier terminated by the District or upon withdrawal from the District. 

Appropriation 

Failure to return the property in a timely fashion and/or the continued use of the equipment for non‐school purposes without the District’s consent may be considered unlawful appropriation of the District’s property. 

Fees, Fines, and Repair Costs 

Each student will pay an insurance fee of $39 before taking possession of the laptop. 
• Students are expected to keep the laptops in good condition. Failure to do so will result in fines as  specified below.  

• All fines must be paid in full before laptops will be returned/reissued. 

•All components will be turned into the Tech Department if there is any item in need of repair 
• In case of theft, a police report must be filed and a copy provided to the Technology Department. 

•If the laptop is stolen or lost, students are responsible to pay for the fair market value to replace the laptop.  This will be taken care of through the Technology Department Help Desk (903 859-2408). 

Charges: All charges will reflect current fair market values*.
 *Amounts subject to change based on manufacturers’ current price list. 

The costs of any other parts needed for repairs will be based on manufacturer’s current price list. 

Financial Hardships 

Based on TEC 11.158, the school district may require payment of a reasonable fee, not to 
exceed the actual annual maintenance cost for the use of musical instrument, technology and uniforms owned or rented by  the district. 
If this fee creates a financial hardship on the student or parent from obtaining a laptop, 
please contact the campus administration about payment options.  

Laptop Rules and Regulations --Student Responsibilities 

Students are responsible at all times for their laptops, whether at home or school.  Misuse of the unit will result in disciplinary action.  Laptops are “filtered” at all times whether in school or away from school. Attempting to bypass the filter at ANY time will result in disciplinary action.
All laptop components are to be carried in the school provided laptop bag at all times. 

Every student issued a laptop will have it available at school every day or be subject to disciplinary action.
Laptops need to be shut down when not in use.  Do not store a laptop that is powered on inside the carrying case. The heat build-up will cause damage to the laptop. Laptops come with a standardized image (software, instructional, materials, settings, and configuration) already loaded. These images may not be  altered or changed in  any  way.  

Only the default screensaver and background may be used.  Students are not to modify these settings.
All students will be required to carry personal headphones and these must not be shared! 
Without headphones, the laptop sound must be muted at all times unless permission is obtained  from the teacher

--Do not delete any folders or files that you did not create or that you do not recognize on the laptop.
Do not save music, games, or any applications to the hard drive unless you have permission for an  educational project. 

--All software loaded on the system must be done by the District. 

--Do not loan laptop and/or accessories to anyone!
Parental Responsibility 

Parents/guardians are responsible for monitoring student’s use of the laptop at home. It is recommended that students only use laptops in the common areas of the home. 
Parents/guardians are responsible for reviewing the Acceptable Use Policy with their child(ren). 

Parents/guardians are asked to monitor their child’s’ activities on the Internet on a regular basis.  

Repair Procedures 
Step 1 – Troubleshooting Tips 
My computer won’t turn on. 
Is the battery charged and connected correctly? 

Is the computer plugged in to an electrical outlet? 

Are all power adapter connections securely fastened? 

Did you delete files from your computer you did not create? 
My computer won’t let me log on to the computer/network. 

Are you typing your login and password correctly? Retype them both. 

Did you put any extra spaces or numbers in your username? 

Step 2 – Get Help 

If you are having technical problems at school: 
Use the “Rule of Three.” Ask three other people to help you (fellow students are often excellent sources of help).  Ask a SWAT Team member (Students Working to Advance Technology) as they have had additional training on the laptops.
If you continue to have problems after using the “Rule of Three,” then report  the problem to your teacher. Teachers will use the normal Help Desk  procedures to resolve issues they are unable to address. 

If you are having technical problems at home: 

Use the “Rule of Three” if possible. 

Document the problem as completely as possible. Write down any error  messages received as well as what software was being used when the problems  occurred. Give the information to your teacher the next school day. 

Step 3 – Turn in laptop for repair with documentation for replacement 

If your laptop is malfunctioning beyond use or has been physically damaged, discuss  the situation with your teacher and complete the appropriate form. The teacher will  then instruct  the student according to the appropriate repair procedures. 

Depending on the problem, the documentation may include: 

Laptop Loss/Damage report 

Laptop Problem Report  

OR Maintenance Request Form (online at: http://www.arpisd.org/database/maintenance_form.htm)

 

If your laptop is lost, stolen or significantly damaged, turn in the Laptop Loss/Damage report to the teacher. In cases of theft or vandalism a police report is required; notify the School Resource Officer immediately. 

 The form below is used on campus for software and system issues or errors that occur, and in some cases  slight damage. Please fill out the form completely, giving as much detail about the problem or damage as  possible. Attach any documentation brought from home. 

Cyberbullying and Fraud

 In 2009, the Texas Legislature added 33.07 to the Penal Code which makes it a third degree felony to use the name or persona of another to create a web page or to post messages on social networking sites absent the person's consent and with the intent to harm, defraud, intimidate or threaten another.  That law also creates the possibility of a Class A misdemeanor charge where a person sends an email, instant message, or text message, referencing the name, domain address, phone number, or identifying information of another person without consent and with the intent to harm or defraud.
 



 Laptop Problem Report – Please Complete All Blanks     Date:__________  Time:__________ 

Student Name: ___________________________  Teacher:________________________ 

Student ID #: _______________________ Laptop Barcode: _______________________ 

Items turned in:      􀀀 laptop         � power cord        􀀀 case      􀀀 surge protector          

Describe the problem and how  it happened. Include error messages and any important details: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Technology Personnel Only: 
Return Date/Time: _________________________ 

Tech: ______________________________________________________ 

Student Signature: ___________________________________________ 

Process for Receiving a Laptop 

Students Eligible for Laptops 

All of the following are required for a student to receive a laptop: 
Successfully turn in all textbooks. 
Turn in all required laptop forms fully completed. (See Below) 
All Arp ISD fines and/or fees must be paid in full. 
Must be enrolled in and attending regular classes. Students at alternative or  disciplinary campuses are not eligible. 

Prior to a student receiving a laptop computer or any computing device, the student  and their  parents must agree to return the device in good, working condition.   There are four steps the student and their parent will need to complete in order to   demonstrate   their commitment to this agreement. 

Sign and submit AISD AUP (Acceptable Use Policy Agreement) This is part of the enrollment process and is included in the paperwork done during enrollment. 
Sign and submit the Student/Parent Agreement. 
Sign and submit the Laptop Check‐out Agreement form with appropriate fee or waiver form. 
Read and/or watch the informational and training presentations and videos presented during Student/ Parent Orientation Meetings. 

	ARP ISD (Board Approved 04/08/2002)



Last Name: _______________  First Name: _________________




	The Texas Education Agency funds have been used to purchase laptop computers. These policies will be followed to insure proper utilization and security from loss or damage to TEA-funded assets. These policies are as follows: 

Eligibility. All teachers who complete Technology Staff Development will be eligible for a laptop checkout.  All administrators who agree to participate in and who will support technology training on their campuses will be eligible to check out a laptop from the district. All students who have completed all forms and procedures as detailed in this handbook.

Location. All laptops are to be acquired and returned to the Technology Studio at the end of each school year or upon request. We will often request them to be returned for updates and maintenance. 

Hours of availability. Laptops are available upon announced laptop rollout dates or upon appointment with the Technology Director.  Please make an individual appointment by email (joy@arpisd.org ). 

Duration of availability. 
Faculty: Laptops may be used year around for educational purposes as long as the employee follows the AUP and is employed by the district.  Upon resignation, administrative leave, or termination, the laptop is to be returned to the Technology Department immediately. Failure to return a laptop will result in the suspension of pay and / or criminal charges.

Students: Laptops must be returned by the last day of the school year. 

Fines/penalties. Negligence may result in fines and or fees to be paid to the district for reimbursement of lost or damaged technology equipment.   

Checkout guidelines. Laptops checked out to employees must be maintained and handled with care.  Damaged, lost, stolen, or improperly working laptop must be reported immediately, as most laptops have warrantees in effect.  Failure to notify the district may result in a fine and restriction from technology use. 

Responsibility Agreements

Each borrower must agree to these terms prior to checkout by signing a responsibility agreement form and by following the computer maintenance guidelines.

All laptops in the district are still under warrantee.....so if something goes wrong with one...please notify the Technology Director immediately.

LAPTOP CARE (Please refer to these pages):
(1) Do not use your laptop on your lap!  Solid surface is a must!

(2) Keep plugged in to power as often as possible ....so battery will not drain.

(3) DO NOT PLUG INTO A WALL SOCKET....Use the surge protector!

(4) Do NOT touch the LCD screen with your hands or fingers! 
(5) Do NOT kink or put strain on any of the cords or cables. 

(6) Do NOT subject your laptop to extreme temperatures.  Don't leave in a hot car or freezing environment.

(7) Do NOT store your laptop unused for a long period of time. Humidity can corrupt the system in a closed environment like a bag or closet. Do not store in the bag if the laptop is turned on, this results in heat build-up.
(8) DO learn how to update your virus, adware, and malware scanners. Do update your computer often. You will need to reboot often after updates, especially if the laptop has been off the network for a while.

(9) Contact the Tech Department immediately if laptop is broken or stolen. DO NOT WAIT! We need them back while they are still under warrantee.

(10) You are accountable for bringing the laptop to school daily. You are also accountable for monitoring updates as needed. See http://www.arpisd.org/tech/Quick/task_bar_iconst.htm 

 Acceptable Use Policies

In addition to laptop checkout guidelines, the user agrees to strictly adhere to the Arp ISD's Acceptable Use Policies. The Arp AUP serves three primary purposes:

Protects Arp ISD from inappropriate resources, security risks, and legal liability. 

Helps protect confidential and proprietary information. 

Defines and clearly communicates Arp ISD's expectations with respect to what is and what is not “appropriate or acceptable” use of the Internet and other applications. 

Use and Checkout Policies:

1.       Require all users/borrowers to sign both an AUP and a Responsibility Agreement form stating that they have read and will adhere to all policies and procedures, and accept full responsibility of the equipment. For students, it is required that the parent sign the same forms, prior to checkout to further eliminate legal risk.

2.       Require all borrowers to provide a picture I.D., such as a student I.D., library card, or state driver’s license.

3.       Require all borrowers to have some computer training before allowing them to checkout the equipment. This training will also require that the users receive a basic training session which instructs users on the use of a computer.

4.       Never allow someone other than the designated borrower pick up or drop off loaned equipment, without prior notification or agreement.

5.       Revoke privileges if a user does not adhere to the policies and/or damages loaned equipment.

6.      Users are required to return computer with charged battery or allow enough time for recharging between uses. Also allow time for technical staff to perform checks on each computer once the computer is returned.

7.       Users are to never leave the computer unattended or anywhere where it may be damaged

8.      No computer will be loaned to users outside the school or organization. 

9.       All users will be allowed to access network services allowed by their user ID & password.

10.   Require all computers to be returned to the Technology Department at least once a year for update of virus scanning software and regular district maintenance.  Computers must be returned on the date designated by the Technology Department for this maintenance.

Technical Maintenance and Storage

1.       Computers should be kept in a locked room or cabinet at all times. Never leave computers unattended.

2.       Email any member of the technical department if you are having technical difficulties. 

3.       Users are only be allowed to store files temporarily on the equipment. Files should be transferred to network folders prior to return. Any remaining files should be deleted prior to the return of the equipment.

4.       Settings on the computer are standardized. Users should NOT changing any settings, load programs or change components on any district computer.

5.       Software and hardware problems should be reported immediately. Users should never attempt to repair a computer.

ARP ISD RESPONSIBILITY AGREEMENT

Please check the item you are borrowing:

Value

Service Tag ID # 

 Estimated Replacement

O/S

Laptop Model 

 ThinkPad
Model 35D829U
 

$449

Windows 7

Other 

 Surge Protector
Power Adaptor & cable
 

 

 

Other components 

 

 

 

 

Office Software 

 

Version #  2007
 

$57

 

 

I, _____________________________, agree to pay any costs for repair of damages incurred or

            (Please print your name)

replacement due to negligence with respect to the above piece of equipment while it is in my possession. I agree to return this equipment on request of district. (Date: _________________)

I understand that I am responsible for returning laptop undamaged, including battery packs, cables, documentation, carrying cases, etc. and for ensuring that all instructions included with the computer for safe use and care, such as when and how to charge the batteries are followed.

Software: I agree not to add, alter, delete or copy any software loaded on these computers. The software shall not be used for illegal use. No additional software is to be loaded without permission of the appropriate loaning personnel.

I have read the organizations related laptop usage, and I agree to follow the policy and stipulations above.

Checkout

Signature: __________________________________   Phone # __________________________

(Borrower’s signature)

Parents Signature: ______________________________ Date: ___________________________

Home Address: _________________________________________________________________
Return

Signature: __________________________________   Date: ___________________________

(Borrower’s signature)

Staff Signature: ______________________________  Date: ___________________________

(Staff Signature)


 



Equipment Type:    􀀀 Laptop 􀀀Charger      􀀀Case      􀀀Battery 

          􀀀 Other _________________________________ 

Student Name: _______________________________________ 

Laptop #: ________________________________  Laptop Serial #: ________________________ 

Date of Loss/Damage: _____________________  Time of Loss/Damage: ___________________ 

Place Theft/Damage Occurred: (circle one) 

   Classroom      Cafeteria      Bus     Gym      Home      Other:______________________________ 

   Classroom (Teacher name and room #): ____________________________________________ 

Campus Police Notified:    􀀀 Yes    􀀀 No          Police Report Filed:    􀀀 Yes    􀀀 No 

Student(s): involved: ____________________________________________________________ 

Student: Briefly describe the loss/damage and the circumstances surrounding it. 

    􀀀 Accidental   􀀀Intentional   􀀀 Stolen 

__________________________________________________________________________________________________________________________________________________________________________________

Teacher Comments: (if applicable) 

__________________________________________________________________________________________________________________________________________________________________________________

Signatures: (if applicable) (Principal/Assist Principal, Tech Dept, Parent/Guardian, Student)
_____________________________________          ______________________________ 



I, ______________________________________________________________________, agree  to all of the following: 

1. I will take good care of my laptop. 

2. I will never leave the laptop unattended. 

3. I will never loan out my laptop, cords, battery, or case to other individuals. 

4. I will know where my laptop is at ALL times. 

5. I will charge my laptop’s battery daily using the surge protector provided. 

6. I will keep my laptop off the floor where it could be stepped on or tripped over. 

7. I will keep food and beverages away from my laptop since they may cause damage to the computer. 

8. I will not remove any labels, disassemble any part or attempt any repairs to my laptop. 

9.I will protect my laptop by only carrying it in the bag provided or an approved case. Books and supplies  are not to be carried in the laptop carrying case. 

10. I will not write or place decorations (such as stickers, etc.) on the District laptop or bag. 

11. I understand it is my responsibility to backup my work from the laptop to my network folder. 

12.I understand that my laptop is subject to inspection at any time without notice and remains the 
property of Arp ISD. 

13.I will follow the student guidelines outlined in the Parent/Student Laptop Handbook and the  Acceptable Use Policy at all times, on campus or off. 

14. I agree to return the District laptop and peripherals in good working condition whenever requested. 

Student Signature: _________________________________________________________ 
Date:____________________ 

I, ______________________________________________________________________, agree to all the following: 

1. I acknowledge my responsibility for the laptop begins when it is issued to my student. 

2. I acknowledge in the event of theft or damage of the laptop that I will be responsible for the total cost  of damages no matter where damage occurs (school, home, etc.). 

3. I will file a Laptop Loss/Damage report with the district Security Resource Officer in the event of theft,  vandalism, and other acts. 

4. I acknowledge that I will be responsible for the entire cost of repair or replacement for damages no  matter where damage occurs (school, home, etc.). All replacement parts and repairs must be purchased   and performed by   the  District Technology Personnel. 

5. I acknowledge that the student is responsible for bringing the laptop to school fully charged every day. 

6.I acknowledge that my student and I are to follow the guidelines outlined in the Parent/Student Laptop Handbook and the  Acceptable Use Policy. 

7. I will be responsible for monitoring my student’s use of the Internet when he/she is not at school. 

8.I acknowledge that violating the AUP can result in the student’s facing disciplinary action, including, but not limited to, loss of Internet privileges, loss of use of the laptop, or re‐assignment to In‐school  Suspension. 

9.I acknowledge that the student will use the device and continue to develop his/her skills as required by  the teachers and personal goals he/she has set for improving performance. 

10. I acknowledge that fraudulent reporting of theft will be turned over to the police to prosecute. 

11. I agree to return the district laptop, peripherals and bag in good working condition upon request of the District. 

Parent/Guardian Signature: ___________________________________________Date: ________________  

Key Points Regarding the Texas Education Agency’s Connections Grant Laptop Program 

General Care 

Treat the laptop and bag just as you would your textbooks. 

Don’t write or scratch on them. 

Don’t apply stickers 

Don’t attempt to change the look or operation of the laptop. 

Do not touch or allow the screen to be touched by anything. (Pens, pencils,  pointing devices, etc.) 
Carry the laptop as though it is a lunch tray with a full glass of water. 

Be extremely careful when carrying the laptop in the bag, setting it down,  storing, etc. 

Problems 

Use the Laptop Problem form to document what is happening when there is a  problem. 

Take the laptop to the campus repair area when you have a problem that cannot be  resolved quickly in class. 

Home Use 

Use a surge protector when charging your laptop at home. 

Plug in your laptop as soon as you get home. It cannot be overcharged and can be  used while charging. 

Bring your laptop to school everyday with a fully charged battery. 

Do no attempt to load dial‐up internet software. 
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Dear Parent or Guardian, 

This is to inform you that damage or loss has occurred to your student’s laptop or associated items. Please  send the amount indicated below with your student as soon as possible. 

 

$______________________ 

The amount is:   􀀀 repair required            􀀀 replacement cost 

 

Please refer to the attached Arp ISD Connections Grant Laptop Project Student/Parent Agreement which was signed when the laptop was issued. And as stated in the Laptop Handbook, once the funds are received the repair process will begin and a loaner laptop may be issued to the student. 

Thank you for your cooperation in this matter. We will have the student’s laptop returned as soon as possible. 

 Signatures: 

 _________________________________________   __________________________________   
  

 

_________________________________________   ___________________________________ 

Campus Administrator 

Student Signature 

Parent Signature 







