COMPUTER USER AGREEMENT AND USER CARE GUIDE
Please read this entire section carefully.
This agreement is made effective upon receipt of a Device, between Columbus Municipal School District (“CMSD”) and the individual receiving a Device (“Student”). The Student, in consideration for being provided with a Device, software, and related materials (the “Device”) for use while the Student is enrolled at CMSD, hereby agrees as follows:
EQUIPMENT
1.1 Ownership: CMSD retains sole right of ownership of the Device and grants permission to the Student to use the Device according to the guidelines set in this document and the Acceptable Use Policy. Moreover, CMSD administrative staff retains the right to collect and/or inspect the Device at any time, including via electronic remote access; and to alter, add, or delete installed software or hardware.
1.2 Substitution of Equipment: In the event the device is inoperable, CMSD has a limited number of spare Devices (loaners) for use while the Device is repaired or replaced. The agreement remains in effect for such a substitute. The Student may not opt to keep a broken Device or avoid using the Device due to loss or damage. If the Student forgets to bring his/her operable Device or a power adapter to school, a substitute may not be provided.
1.3 Responsibility for Electronic Data: The Student is solely responsible for any non-CMSD installed resources and for any data stored on the Device. It is the sole responsibility of the Student to backup all data as necessary. CMSD does not accept responsibility for loss of any such data or for the Student’s own software/music/photos, etc.
The Student may choose a backup method of his/her choice. CMSD recommends that the Student purchase an external hard drive and perform regular (daily or weekly) backups of data.

CUSTOMIZATIONS
The Student is prohibited:
· From adding, removing, or altering files outside the user’s directory on the assigned Device unless authorized by the Technology Department.
· From covering, removing, or altering the asset tags that are placed on the Device.
· From installing software unless given express permission by the Technology department.
· Students do not have administrator privileges on these devices to install software, games, or applications packages. 
DAMAGE OR LOSS OF EQUIPMENT
1.4 Warranty for Equipment Defects:  CMSD strives to provide a warranty on the Device. However, it is not guaranteed that the Device is covered under warranty. Regardless of whether the Device is under warranty, the Student will be responsible for a damage fee as mandated by the Damage Fee Table in Section 1.10 below.
1.5 Responsibility for Damage: The Student is responsible for maintaining a fully working Device at all times. The Student shall use reasonable care to ensure that the Device is not damaged. Refer to the Device Care guide for a description of expected care. The Student will be provided with a durable computer sleeve in which to carry and protect the Device. This computer sleeve should be used for transporting the Device at all times to provide necessary protection to the Device. These policies apply regardless of where the damage occurs – either on campus or off campus.
1.6 Repair Procedure: In order to have the Device repaired, the Student must report the issue to a teacher. The teacher will report the issue to the CMSD Technology Department. Under no circumstance may the Student take the Device to a third party repair location, including the Apple Store. The Device will be assessed, and if further repair is required, a loaner computer may be issued to the Student. The Student’s Device will be repaired in-house or sent for repair. Once the device is repaired it will be returned to the student.
1.7 Technical Support and Repair: CMSD will make technical support, maintenance, and repair available at or through the CMSD Technology Department.
1.8 Gross Negligence: CMSD reserves the right to charge the Student the full cost for repair or replacement when damage occurs due to gross negligence. Examples of gross negligence include but not limited to:
· Using the Device in an unsafe manner
· Deliberately neglecting the Device
· Losing the Device or not returning the Device for fixed asset inventory
1.9 Actions Required in the Event a device is Damaged, Lost or Stolen: if the Device is damaged, the Student must report the problem immediately to a teacher or administrator. If lost, CMSD requires that the Student complete and sign a statement fully describing the circumstances of the loss. If stolen, CMSD officials will work with the Student to file a police report.
1.10 Damage Fees: 
	Type of Damage
	Fee

	Broken Screen
	$50.00

	Broken Keyboard
	$25.00

	Broken Trackpad
	$25.00

	Damaged or Lost Power Adaptor
	$45.00

	Liquid Damage
	$100.00

	Damaged or Lost Case
	$20.00

	Other Damages
	Minimum of $20.00 but could be more as deemed necessary by the Technology Department

	Repeat Offenders, Terminal Damage, or Loss
	If the Student damages the Device in 4 separate incidents or causes unrepairable damage, the Student may be liable to pay for a replacement Device at full cost.



RESPONSIBILITY FOR PROPERTY
Please read this entire section carefully.
The Student is expected to follow all the specific guidelines listed in this document and take any additional common sense precautions to protect your assigned Device. Loss or damage resulting in failure to abide by the details below may result in full financial responsibility. 
Listed below are several steps that you should utilize to maximize the life of your Device. “Device” refers to all hardware and software including but not limited to: Laptop, power adapter, case, etc. by taking proper care of your Device, you will insure that it will be a functional and an important resource for your instruction while attending Columbus Municipal School District.
1. Your Responsibilities

· Student issued Devices are for use solely by the student that they were issued to. Treat this Device with as much care as you would with your own property.
· Bring the Device to school every day with a fully charged battery. Loaner Devices are not available on a daily basis.
· Do not let anyone use the Device other than yourself and an administrator or teacher.
· Never share passwords.
· Adhere to policies outlined in the Device User Agreement and Acceptable Use Policy.
· Back up your data at least weekly. You may choose to back up data using an external hard drive, flash drive, or other methods as needed.

2. General Care
· 
· Operate your Device in a safe and stable environment. Avoid placing it on an uneven or unstable work surface. Avoid placing your Device on the floor where it can be stepped on or kicked. Keep your computer centered on your desk. It should not hang off the edge.
· Keep food and drink away from your device. Spills and crumbs can cause your Device to not work properly. Even if you are careful, someone else may bump into you or your desk causing a spill.
· Keep your hands clean when using your Device. Clean hands make it easier to use your trackpad and there will be less risk of leaving dirt and other stains on the computer. If you need to clean the Device, shut down the Device and then use a lint-free cloth.
· Protect the screen and body of your Device. Do not place or drop objects on it and do not shove foreign objects into the Device. When you shut your Device, make sure there are no small items, such as a pencil or small earphones, on the keyboard. Close the lid gently while holding in the middle.
· It is highly recommended that the Student use a sleeve and/or protective case for the Device. This will greatly reduce the risk of damage if an accident occurs.
· Be sure to unplug your Device if there is an electrical storm.
· Shutdown your Device if you will not be using it for a day or more.

3. Power Management
A battery takes a few hours to fully charge. The battery in the Device can typically last up to a full school day with careful use. Check the battery level indicator for the status of the battery. Bring your device to school completely charged each day. Bring your charger in case the battery depletes during the school day.
Battery conservation tips:
· Close the lid of the Device and allow it to enter sleep mode when not in use.
· Reduce the brightness of the screen.
· Turn off Bluetooth and WIFI when not in use.
· Disconnect USB or any other external device.

4. Handling Technical Problems
Should anything go wrong with the Device, try restarting it, as this solves many issues that may happen. If you have an issue that you are unable to resolve, please report the issue to one of your teachers. If he/she cannot resolve the problem quickly, he/she will report the issue to the CMSD Technology Department.
Students are responsible for maintaining a fully working Device at all times. The Student shall use reasonable care to be sure that the Device is not lost, stolen, or damaged. Such care includes:
· Be careful with your charger. DO NOT roll over, step on, or ”yank” the cord. Keep your charger in a separate area from your Device. If you carry your charger in your Device case, be careful when you lay your Device case down. Be sure the charger is on the top to keep the screen from cracking.
· DO NOT pick at your Device keys or remove them for any reason.
· DO NOT place your Device on a pillow or other soft material when it’s on, this may cause the computer to overheat.
· Students must keep the Device attended (with Student or within a secured classroom) at all times.
· When using your Device or charging the battery, it is normal for the bottom of the case to get warm. For extended use, place the computer on a hard flat surface.
· DO NOT leave any objects on the keyboard. Items like pens, pencils, or earbuds that are left on the keyboard will damage the screen if the lid is closed.
· DO NOT remove or damage any identification labels that are on the Device.
· DO NOT pick up the Device by the screen/monitor. Close the monitor and lift the entire Device.
· DO NOT leave equipment in an unlocked car or unlocked home.
· DO NOT leave equipment unattended or unlocked while at school or elsewhere.
· DO NOT lend equipment/cords to anyone.
· DO NOT use equipment in an unsafe environment, including outside or near water/pool.
· DO NOT leave equipment in full view inside vehicles.
· DO NOT eat or drink while using or near the Device.
· DO NOT place the Device on the floor or seating area.
· DO NOT leave the Device near table or desk edges.
· DO NOT stack objects on top of the Device.
· DO NOT check the Device as luggage at the airport.
· DO NOT place adhesive stickers on the case.
Portables risk losing data: Protect valuable data by backing it up to a flash drive or external hard drive. Any hard drive (the Device’s most sensitive part) can go bad – through no fault of the user – at any time and without warning.
Back up, back up, back up work you cannot live without!
Violation of Acceptable Use Policy will result in consequences:
Examples of violation:
· 
· Searching/sending videos with sexual content
· Pornography including pictures and videos
· Firearms
· Gang related content
· Unlawful activities
· Cyber Bulling
· Any attempts to hack or bypass district firewalls or proxy servers

Consequences for violation of Acceptable Use Policy
1st offense – Verbal warning and parent contact
2nd offense – Loss of device for 3 days, 1 day of ISD with parent contact.
3rd offense – Loss of device for 10 days, 3 days ISD with parent contact.
4th offense – Loss of device for remainder of year, 1 day OSS, parent contact.
Consequence do not start over at the end of 1st semester.

By signing the Computer User Agreement, you indicate that you have read this document and agree to its stated conditions.

____________________________________		_______________________________________	______________	________
              Student Printed Name				Student Signature			            Date	   Grade

____________________________________		________________________________________	_______________
 	Parent Printed Name				Parent Signature			            Date
