“Implementing Blended Learning to Achieve Success”

Hale Kula Elementary School

DOD-EA IMPLEMENT BLENDED LEARNING FY 12 ID 19056
Computer Equipment Procedures and Information

1.  Receipt of Computer

Computers will be distributed during the “Student/Parent Computer Orientation” at “Boot camp.”  Parents and students must sign and return the “Student/Parent” contracts and pledge and attend the “Care and Handling” training session before the Computer is issued to the child.  Parents and students must also sign their computers out on the DODEA inventory sheet so that a record of the specific computer issued can be kept by the program Grant Manager and school office.  All computers are decaled with school, DOE, and serial numbers and will be issued with a protective case and tag.  

2.  Ownership
Laptop computers issued through the Blended Learning program are the property of Hale Kula Elementary School.  Students have no ownership of the computers.

3.  License Agreements
Hale Kula Elementary School is the sole licensee of the software included with the laptop computer.  Any copying, modification, merging, or distribution of the software by the student, including written documentation, is prohibited.  The student is responsible for complying with any and all hardware, software, and service provider licensing agreements, terms of use, and applicable state and federal copyright and other intellectual property protections.  Violation of any such licenses, terms, or laws shall constitute a violation of this contract.  

4.  Acceptable Use

These computers are for Blended Learning student use only for educational purposes.  HKES laptops are not to be used for personal profit or non-profit purposes such as advertising, rentals, selling or buying things, soliciting for charity, or other such uses.
Students must not use laptops or computer programs in any other manner other than for which it is intended.  Students shall not install software onto laptops unless specifically authorized to do so by a school administrator or blended learning teacher.  Students must not intentionally modify network configuration files or otherwise interfere with the functioning of the laptops.  Students must not intentionally transmit viruses and other malicious computer programs via the laptops.  

5.  Liability

Students are responsible for all material sent by and/or stored on the laptop computer loaned to them.  Students accept responsibility for keeping their laptop free from all unethical and inappropriate material or files dangerous to the school network, software, or equipment.  Parents are responsible for monitoring student usage on home networks.  No filters or parental controls have been set on this computer.  
6.  No Privacy Rights
The school respects the rights of its students; however, the District is also responsible for servicing and protecting its property.  HKES reserves the right to monitor or access the hard drives of its laptops if it suspects or is advised of possible breaches of security, harassment, or other violations of other school policies, rules, and/or laws.
7.  Taking Care of Your Computer

Students are responsible for the general care of the computer they have been issued by the school.  Computers that are broken or fail to work properly must be returned to school as soon as possible so that they can be taken care of properly.
a.  General Precautions


1.  No food or drink is allowed next to your computer while it is in use.


2.  Cords, cables and removable storage devices must be inserted carefully into 


the computer.  Students are responsible for their assigned computers, 


cords, cases, and any other related equipment and for monitoring these 


items at school and at home.

3.  Students should never carry their computers while the screen is open unless 


directed to do so by a teacher.


4.  Computers should be shut down or placed in standby mode before moving 


them to conserve battery life.


5.  Computers must remain free of any writing, drawing, stickers, or labels that 


are not property of HKES.


6.  Computers must have a DOE/HKES/Student tag on them at all times and this 


tag must not be removed or altered in any way.

7.  Computers should never be left in a car for temperature control reasons.  

8.  Computers should not be left in unsupervised areas.  Any computer left 


unsupervised is in danger of being stolen.

9.  Students are responsible for keeping their computer’s battery charged for each 


face-to-face school day.

b.  Carrying/Transporting Computers


1.  Computers should always be properly closed and placed within the protective 


case when carried or transported.


2.  Computers must be carried in the protective case provided by the school when 


being transported.  Other cases that are designed to hold other objects may 

cause damage to the computer.  Do not transport/house school computers 


in your backpack.

c.  Screen Care

The computer screens can be damaged if subjected to rough treatment.  The screens are particularly sensitive to damage from excessive pressure on the screen.


1.  Do not lean or put pressure on the top of the computer when it is closed.


2.  Do not store the computer with the screen in the open position.


3.  Do not place anything near the computer that could put pressure on the screen.


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


5.  Do not poke the screen with anything that will mark or scratch the screen 


surface.


6.  Do not place anything on the keyboard before closing the lid (e.g. pens, 


pencils, or disks).


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

d.  Battery

Computers must be brought to school each face-to-face day in a fully charged condition.  Computers must be plugged into surge protectors.

e.  Screensavers, Backgrounds, and Passwords

1.  Inappropriate media may not be used as a screensaver or background


2.  Presence of guns, weapons, inappropriate images or language, alcohol, drug, 


gang-related symbols or pictures will result in disciplinary actions.


3.  The password you received when you signed the computer out must remain the 

same all year.
f.  Printing

Students may use network printers at their teacher’s discretion on face-to-face days.  Installing home printer software onto school computers is permitted.
g.  Travel with Computers

Inter-island and out-of-state travel with school computers is not permitted.  

8.  Return of the Laptop Computer
Periodically throughout the school year, students will be asked to return their laptops.  Student will be expected to pay for damages determined beyond normal wear and tear.

9.  Managing Your Files and Saving Your Work
a.  Students will save work on the computer hard drive and in their Google Apps account.  Students will be taught to create and maintain files in their Documents.  

b.  Folders on this computer will contain only files related to school work.  Additional files such as music files, video files, and applications that are not for educational purposes will be deleted without notification upon discovery and may result in a violation of the Acceptable Use Policy.  
c.  For additional protection, students may also back up all of their work periodically using removable file storage such as a USB Flash Drive.  It is the student’s responsibility to ensure that work is not lost due to mechanical failure or accidental deletion.  Computer malfunctions are not an excuse for not submitting work.

10.  Software on Computers

The software originally installed by HKES must remain on the computer at all times.  The operating system and additional software installed by HKES must remain unchanged by the student during the course of the school year.  From time to time, the school may update the system or add software applications.  

11.  Virus protection

The computer has anti-virus protection software.  The virus software will be upgraded from the school network regularly.  The school’s network servers are also installed with virus protection software.  No additional anti-virus software should be installed unless instructed by a Blended Learning teacher.

Theft and Questionable Usage/Neglect or Damage
12.  We know that our course enrollees and their parents are responsible, but accidents can happen.  In the case of theft, we ask that the parents take a role in reporting any incidents to the police, as well as the school principal and Blended Learning teachers without delay.  If a computer is damaged, it will need to be brought back to HKES as soon as possible so the appropriate school staff can attempt to repair it.  In the case a computer is lost, neglected, intentionally damaged, or used for questionable activity, parent(s), student, and administrator will meet to discuss the next steps. 

Blended Learning Student Pledge for Computer Use

Hale Kula Elementary School
1.  I will take good care of my computer and know that if I stay with the program at HKES, I will be issued the same computer each year.

2.  I will never leave my computer unattended.

3.  I will be the only person to use this computer.  I will never loan out my computer to other individuals.

4.  I will know where my computer is at all times.

5.  I will charge my computer’s battery daily.

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

7.  I will not disassemble any part of my computer or attempt any repairs.

8.  I will protect my computer by carrying it only in the case provided by HKES.  Other items will not be placed in the case as they may cause damage to the computer. 

9.  I will use my computer in ways that are appropriate and educational.

10.  I will not place decorations (such as stickers, markers, etc.) on the computer.

11.  I understand that my computer is subject to inspection at any time without notice and remains the property of HKES and the DOE.

12.  I understand and agree to follow the criteria described in this Computer Policy.

13.  I will follow the policies outlined in this Computer Policy, the Acceptable Use Policy, and my school handbook while at school or at home at all times of the day while using this “school-owned” computer.  

14.  With parental help, I will file a police report in case of theft, vandalism, and other acts covered by insurance.

15.  I will be responsible to pay for the replacement of my power cords, battery, case, and other computer components in the event any of these items are lost, stolen, or damaged.

16.  I agree to return all issued equipment, complete and in working condition.

17.  In the event of any questionable activity or willful neglect or destruction of a computer, a meeting will be held with me, my parents, and a school administrator to determine next steps.
I agree to the policies outlined above, have attended a training on computer care and handling, and have successfully completed the HKES Blended Learning orientation course.  
I understand that this laptop belongs to Hale Kula Elementary School and will be monitored.
Student Signature_____________________________  Date______________

Parent Signature_____________________________    Date______________

Turn in signed original to your child’s teacher for the Grant Manager/School Office.  A copy will be sent home to parents and students.  

