COW Usage Protocol
[bookmark: _GoBack]General Guidelines and Information
Definition of “COW”: Computer on Wheels cart containing 30 student laptops
1. All Teachers who plan on using a COW must attend a training session on proper procedures, paperwork and hands on usage of the COW. Upon completion of training, staff must sign attendance form stating they know and understand the policies and how to use the COW.  
2. Reservation of COW
a. All reservations must be done using SchoolCenter Resource Scheduler. If COW has not been reserved via this website, it cannot be used. 
b. Refer to “COW Reservations Document” for Reservation procedures
c. The entire 30 laptop cart must be checked out at once. The laptops cannot be broken up and used in different locations at one time. 
3. Pickup of COW
a. Only Teachers are allowed to transport the COW to their classroom and back to storage. No student is allowed to move the cart at any time. 
4. Return of COW
a. It is the responsibility of the Teacher who last used the COW to return it to the proper location and make certain the batter charging process is started. 
5. Problems with COW
a. Reporting of issues with laptops/cart by either calling 4411 or by submitting a Technology Services Work order @ https://kace-mgt.yakimaschools.org/ . Login for this page is your computer username (e.g. cphillips) and your password is the same password you use to log into your teacher workstation. Once logged in, select the “YSD Service Desk” queue and then enter your information. Make sure to note the cart(1-6) and laptop(A1-C10) numbers so they know which machine to work on. Do not try to fix problems yourself, let Tech services do it. 
6. Problems with Wireless
a. If laptop is not connecting, make sure that the wireless switch on the front of the computer is slid to the “on” position. If that does not fix the problem refer to 5a. 
7. Substitutes – Subs are not allowed to use the COW’s. Plan for something else if you are going to have a sub. 




Day of Use
1. Reserve your COW through SchoolCenter website
2. Retrieving your COW
a. Fill out “COW checkout and return log” on top of the cart you reserved. 
b. Turn the Red Power switch off on the cart to power off the cart. Unplug the cart from wall and wrap power cable around handle
c. Transport COW to your room. Remember only Teachers can transport the COW(Use caution when moving cart and don’t leave cart unattended.) 
d. Plug cart power cable and Ethernet cable into wall outlet/port designated for the COW. Turn on the Red power switch on the cart(the green power on light will come on as well as the yellow light for all the other sections – this will enable continuous charging of the laptops left in the cart). There is no need to push the small “mode” button on the top of the cart unless you don’t see the green and yellow lights.
3. Usage
a. DON’T set food or water on Cart Ever
b. Remind students of proper usage and guidelines
c. Unlock padlock on front of the cart (make sure to scramble the code as soon as you unlock it. )
i. Teacher - open the cart and check out the laptops to students as they have been assigned on the “COW Usage Log” and have them initial the logbook for the specified date. (Note: Remember to unplug power cable from the laptop first, then remove laptop)
d. Have students open laptops and push the power button on the laptop
i. Remind students not to push an buttons while the computer is loading
e. Have students Log in with the classroom login and password(this is specific for each classroom at this time – See “IKE Room Accounts” Document for login and password for your classroom. )  - You can keep this information on your whiteboard. 
f. Wait for windows to completely load and log into the wireless network (don’t touch anything until you see the windows screen and the pointer stop spinning and wireless icon in bottom of screen showing connection.) 
g. Proceed usage of laptops
i. Closely supervise use of laptops and hold students accountable for proper use and care of laptops.
ii. IF laptops are not going to be used for 30 minutes or more, they should be powered down to conserve battery.  
4. Shutdown
a. Make sure to allow shutdown time in your lesson plans so that you can retrieve all laptops prior to allowing students to leave classroom. Students should not leave your room until all laptops are turned in and accounted for.  
b. Have students select the start button and then select “shutdown” and wait until the computer is completely off before closing it and taking it back to the cart. 
c. Once laptop is shutdown, inspect each laptop as it is returned and note any damage to the laptop on log sheet. (Report problems as directed on item 5 in the General Guidelines and Information.)
d.  Gently place the laptop back into its designated slot(e.g. Laptop A1 goes in slot labeled A1) and plug the adapter securely into the computer. 
e. Ensure all laptops have been returned and are plugged in securely
f. Close the doors and lock the cart
5. Returning your COW
a. Turn the red power switch off on the cart and then unplug power cable from wall and wrap power cable. Return cart to storage room and complete filling out “COW checkout and return log” on top of cart. If returning the cart to another room classroom remember to note that in the checkout and return log.   
b. Plug cart into wall in storage room. Turn the Red switch back on ensure that cart is charging(yellow charge light will be on and all three(A, B, C) will be lit up as well).
c. Close storage room door and ensure it is locked. 
6. Misuse Policy
a. Step 1: Reminder (email/phone/in person) of policies and procedures from Technology Manager. 
b. Step 2: Suspension of C.O.W  use privilege	
i. In order to regain access to use C.O.W, a meeting must take place with the following individuals: Department Chair, Principal or designee, Technology Manager and the individual who violated processes and procedures.  
c. Step 3: Suspension of C.O.W usage
i. Meeting required with the following individuals: Department Chair, Principal or designee, Technology Manager and the individual who violated processes and procedures.  
ii. Suspension of C.O.W usage may be up to one school year. 
iii. Once suspension time is completed, Staff member must complete a full re-training on C.OW usage and procedures and sign training consent form in order to re-gain access to use the C.OW.	
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