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The Public Schools of Brookline

Laptop Use and Care Guidelines
The Public Schools of Brookline is pleased to provide you with the use of laptop. 

To balance the variety of computer needs throughout the District within a budget reality, the district has established a current computer replacement lifecycle of 5 years. This means the laptop issued today will not become eligible for replacement until it completes five years of service, at which point it will become eligible for replacement depending on the fiscal realities at that time.  The proper care, maintenance and use of your laptop is necessary to ensure that the laptop computer assigned to you performs well throughout its 5 year lifecycle.

	Use and Care:


· The laptop is for educational and work use and is always to be available at school for work. 
· The current signal strength and performance of wireless connectivity in the schools varies.  The district is moving towards creating an enterprise-wide wireless infrastructure in the schools, but this may take several years to fully implement.  In the meantime, please recognize that a laptop can always be plugged into a network drop for a reliable network connection.  Care should be taken not to extend the network cable across the middle of the floor.  This poses an increased risk of someone tripping on the cord and yanking the computer off the table or desk. 

· Users are encouraged and permitted to take the laptop home to use outside work hours, however; it is for the educator’s sole use only, and not for use by family members or any other person. Most accidents are usually the result of someone else using the computer.  

· When transporting the laptop, please consider how you will keep it protected.  Laptop cases, sleeves, or shells offer protection and come in many styles to meet nearly everyone’s personal taste and needs.
· Always shut down or put your laptop to sleep before moving it. Besides allowing the hard drive to "spin down" which prevents potential data loss, shutting down and restarting periodically also helps optimize laptop performance.
· Keep food and drinks away from your computer at all times.  Damage caused by spills are not considered normal wear and tear and therefore are not covered under the extended warranty.
· Battery Life: To improve battery capacity over time, it is recommended to occasionally completely run down the battery and then fully recharge.  Since the lifetime of a battery is usually three years, it may need replacing once during your computers lifecycle.  To have a battery replaced, please contact the Help Desk.
· Back Up and File Management: All users are encouraged to keep their files in more than one place such as a network drive, portable hard drive, USB stick, or a cloud-based service.  Keep in mind that Help Desk does not support the storage and transfer of music and photo files.

	Security


· Do not leave you laptop unattended. When not in your direct possession, consider how you will secure your laptop. 
· Do not leave your laptop in a car for extended periods of time. Besides increasing the chance of theft, prolonged exposure to extreme heat and cold can affect performance.
	Maintenance and Support:


· Occasionally, school personnel may request the laptop for regular maintenance or re-imaging.  
· You have been given a permission set that will allow you to install updates and home printers. 

· Common Updates on a Mac include:

· Apple Updates- Located under the Apple Menu - Software updates

· Microsoft Office Updates- Located under Help Menu - check for updates

· Firefox- Located under the Window Menu – Software Update
· Adobe Updates- Located under Help Menu - check for updates

· The Help Desk will handle technical issues with your computer.  Work orders can be submitted online at http://techsupport.town.brookline.ma.us. The help desk is located in the Tech Center in the basement of Brookline High School. Please note that the help desk cannot support home connections, including printers and wireless.
· A full-time Educational Technology Specialist is on staff at each school to assist teachers with questions related to using your computer and designing lessons/units for technology integration. 

	Insurance: 


· The laptop in your care has been purchased with an extended warranty, which covers the malfunctioning of parts and problems as a result of normal/reasonable wear and tear. Drops, spills, and liquid immersion are not considered normal wear and tear and are not covered under warranty. 

· Many of the safeguards mentioned above will minimize the risk of uncovered damage or loss. However, educators may want to check with their insurance companies to see about getting the laptop covered under while it is in their possession.  Policy coverage and deductibles vary by company and many companies offer the option of additional computer endorsements that will extend coverage and may include protection against drops and spills. 
· Several companies provide special insurance programs for computers. If interested, please call or write the Help Desk. 
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