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USD #297 Laptop Checkout and Use Policy

Borrowing Policy 
· Currently five Apple IBooks are available for checkout.  PC computers may not be checked out.

· Only current SFCHS students may check out a laptop. 
· Only one laptop may be checked out at a time. 

· Laptop checkout is available to students only through the written recommendation of a faculty member for a given assignment.  Laptops will be issued on a first-come, first-serve basis by Kent Kechter, SFCHS Technology Director.  No other faculty member may checkout a school-owned laptop to a student.
· The students must provide a teacher-signed recommendation form to Mr. Kechter before a laptop will be issued.  Recommendation forms can be printed from the “Student Tools” section of the school’s website.
· The checkout period is overnight or over a weekend. 

· The laptop checkout period cannot be renewed; however, if no one is on the waiting list, another laptop may be borrowed on succeeding days. 

· Laptop checkout is a privilege that will be revoked if the service is abused. 

Conditions of Use for Students
· NEVER LEAVE THE LAPTOP UNATTENDED! Handle the laptop carefully and do not touch the screen. You are responsible for any damage or loss while the laptop is checked out to you. 

· Report any equipment problems immediately to Mr. Kechter or the high school office. 

· Return the laptop directly to Mr. Kechter in the Network Center before school begins for the day (8:30 a.m. or before).  DO NOT leave the laptop in the Network Center if Mr. Kechter is not available; take the laptop to the superintendent’s office for check-in.
· Data saved on the laptop will be lost. The school is not responsible for loss or damage to user files. 

· Users must adhere to the St. Francis Community Schools’ acceptable use policies. 

Overdue charges 
· The overdue charge for a laptop is $5.00 for the first hour overdue and $2.00 for each succeeding hour, up to $200.00 per use. There is no grace period under normal circumstances.  If the return is delayed by sickness, weather, or other emergencies, the late-return fee will be negotiated.
Loss or damage charges 
· The borrower will be charged the replacement cost of the item, the amount of fine incurred up to the time the laptop is reported missing or damaged and an additional $25 processing fee. 

I understand that I am responsible for the safe and timely return of a borrowed laptop computer.  I acknowledge that I have read and understand the Checkout and Use Policies. If loss, damages, or overdue fees are incurred, I understand that I am responsible for all applicable charges. 
Borrower Signature _____________________________________ Date: ___________ 

Faculty Member Recommendation
I request a laptop computer be checked out to the following student to be used for an assignment issued by me for the following reasons and day(s):
Student’s name: __________________________________________________________

Assignment: _____________________________________________________________

Reason laptop is needed: __________________________________________________

Date(s) needed: __________________________________________________________

Note – laptops must be checked in before the beginning of each school day (8:30 a.m. or sooner).  If available, they may be checked out again if needed, but under no circumstances will they be allowed to be checked out for multiple days without being checked in each morning, or Monday morning following a weekend checkout.

Teacher’s Signature: ______________________________________
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FOR TECHNOLOGY DIRECTOR’S USE ONLY
Staff Name: (checkout) ______________________

Staff Name: (check-in) ______________________
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