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To ensure the timely and organized return of Chromebooks and their accessories by students withdrawing from Hamilton Local School District, maintaining inventory integrity and minimizing financial losses.
· Notification and Communication:
· Upon notification of a student's intent to withdraw, the front office will issue a formal communication to the student and their guardian. This communication will detail the requirement to return the assigned Chromebook, including any accessories, prior to the student's last day of attendance.
· The communication will clearly state that student records will not be released until the device and its accessories are returned in satisfactory condition.
· Information regarding the financial implications of not returning the device (i.e., the fee equal to the cost of the device, its accessories, and associated licensing and setup costs) will also be included.
· The Front office will notify assigned teachers and have the teacher turn in the Student Chromebook Acceptance Form that they have on file. 
· Collection Process:
· Chromebooks and accessories are to be returned to the secretaries in the front office. A designated area will be established for returns to ensure devices are securely received and logged. The device will then be attached to the Student Chromebook Acceptance Form.
· Upon return, devices will be inspected for damage and functionality in the presence of the student/guardian to ensure transparency and agreement on the device's condition.
· A Chromebook Return Receipt acknowledging the return of the device and its condition will be issued to the student/guardian, which will also indicate the clearance of the obligation allowing for the release of student records.
· Documentation and Record-Keeping:
· A log will be maintained by the front office, documenting each device's return, condition upon return, and any fees assessed for damages beyond normal wear and tear.
· This log will serve as a record to track returns and identify any pending actions needed to release student records.
· Handling Non-Returns and Fees:
· In cases where a device is not returned by the student's last day, a final notice will be issued to the student/guardian, reminding them of their obligation and the impending fee if the device is not returned within a specified grace period.
· If the device is not returned within the grace period, the assessed fee will be added to the student's account, and a hold will be placed on the student's records until the fee is paid or the device is returned in acceptable condition.
· Ongoing Monitoring and Adjustment:
· The plan will be reviewed periodically for effectiveness and efficiency. Adjustments will be made as needed based on feedback from staff and the community to ensure the process is smooth and meets the district's needs.
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