[image: image1.png]


Quilpie State College Year 3 - 10 - 1-to-1 Handbook 

[image: image2.png]



SCHOOL 1-1 LAPTOP/iPad PROGRAM HANDBOOK
Year 3 – 10 Students - 2024
QUILPIE STATE COLLEGE

Outline

School Vision
Our vision is to continue to improve our current pedagogies in using ICTs by implementing a 1-1 Laptop Program for Years 3-10. As a result of achieving our vision, we aim to equip students with the necessary skills to become ICT proficient in order to shape informed, democratic, eco-wise and creative citizens of the future.
Rationale
Students need to be equipped with the necessary skills in order to become active and engaged life-long learners. By engaging in a 1-1 Laptop Program the students will continually redefine their skills and knowledge across contexts associated with ICTs and the application of these in order to participate as citizens in the global context.
Cost of Participation
The Quilpie State College provides all devices and nominated equipment.
Parents/carers will not be charged a hire fee, however, if damage occurs to a device or nominated equipment which is not covered by the manufacturers warranty and is considered malicious, the parent/carer may be required to pay for costs associated with the repair and transport of the device or nominated equipment in negotiation with administration.

Laptops will be replaced under the normal school asset replacement scheme every 4 years.

Costs of power and infrastructure will be covered through normal school budgeting procedures.

Laptops will be provided on a ‘stay at school’ basis.  This negates the need for extra insurance and allows for appropriate supervision of use at school.

Students are responsible for checking the condition of the laptop and nominated equipment before use, and if necessary they are to advise appropriate staff of any issues or damage.
Nominated equipment
For students to receive full educational benefit from the use of the 1-to-1 Laptop Program, the school has decided to allow students to use school funded headsets with microphone and a corded optical USB mouse at no cost, unless there has been damage to the equipment.  

 If you choose not to allow your child to utilize the school funded equipment, you must provide your child with equivalent equipment ready for the start of school. 
Other equipment

Students may wish supply their own USB Drive/Pen drive/USB stick as extra equipment.

Private Devices 

The school does not currently support the connection of private devices to the school network. The policy has been enacted to ensure quality of service to all students and to support the department’s Managed Operating Environment (MOE). 
Other factors influencing this decision include:

· Continuity of service (repairing devices on-site within agreed time-frames);
· Continuity of service (provision of loan devices as part of the repair process);
· Single operating platform which is upgraded on a whole school basis;
· Nominated software loads which vary for each level of student;
· Dynamic upgrades with additional software titles as part of the program;
· Availability of spare parts and in-school service and advice.

Guidelines for Participation

Prior to devices being issued to students;
· The laptops will be allocated to students using a loan register.  Laptops may be allocated to more than one student from a different class at the principal’s discretion.  Students are responsible for checking the condition of the laptop and nominated equipment before use, and if necessary they are to complete a ‘device fault report’ and deliver this report to administration.

· Parents/carers, with their child, must read through the Quilpie State College 1 to 1 Laptop Handbook and complete the Student Laptop Program agreement form.  This form must be completed and returned to the school administration on the day your child starts school.

Role of parent/carer and student
The parent/carer is required to read through this document with the student.
You will read through sections of the document which cover:

· care and maintenance of the devices and nominated equipment
· roles and responsibilities

· restrictions

· policies and procedures

· liabilities

· shared use procedures
· fault reporting procedures

Insurance
Education Queensland provides full comprehensive insurance for the devices while they are in the school grounds.   
Appearance / personalization

Students are not to use class time to make changes to their desktop; this must be done in their own time.  Students must be aware that any changes they make to the settings of their laptop may affect its performance and may have a negative impact on their learning.   The school does not recommend that students make changes to their settings.

Students are not permitted to make any changes to the appearance of the laptop or nominated devices – no stickers, writing, etc.

Software may be installed on student laptops by staff if it is deemed a necessary part of their educational program.  This is to be done in consultation with the school’s Orange Card holder.
Software / Copyright
Each device will be loaded with an Education Queensland approved software image configured for use on the school network.  A copy of that image will be stored in a partition on the hard drive to enable the device to be rebuilt at any time by a system administrator. 

The image will contain the software requested by the teachers.  Throughout a school semester, a minimum of two image updates may be scheduled to allow for the inclusion of new applications on the devices.

The school, as part of Education Queensland, has been able to negotiate very competitive and reasonable license fees that are not available to private individuals outside the educational environment. 
Each year the school also pays licensing fees on some of the software that is installed on the devices.
The school 1-to-1 laptops comprise a variety of software packages as part of our Standard Operating Environment (SOE). These include operating system software, anti-virus software, standard Microsoft software and curriculum specific software licensed to our school.

A minimum list of software is listed below:

	Standard MOE software
	Standard school software


Software installed by the school is copyright and must not be distributed or deleted without written permission from Education Queensland.

Internet Usage
The school, as part of DoE’s (Department of Education) network, makes use of internationally implemented products to filter access to web pages while at the school. Although it cannot block 100% of undesirable sites due to the frequency of new site publishing and time taken for detection, it does greatly reduce the likelihood of students accidentally stumbling across such sites and, in fact, makes it quite hard to find sites which are not blocked. All students are required to sign a responsible internet and network usage agreement which clearly outlines unacceptable and inappropriate usage.
Appropriate use of the internet service is closely monitored and MIS (Managed Internet Service) provides inappropriate content blocking by a regularly updated list of categories and sites. Any inappropriate use of the internet is unacceptable and is subject to disciplinary action and exclusion from our network. (Refer to the Responsible Internet Usage Agreement signed by students and parents upon enrolment).
Internet Use Statement

I understand that the Internet can provide students with valuable learning experiences.

I also understand that it gives access to information on computers around the world, that the school cannot control what is on those computers, and that a very small part of that information can be illegal, dangerous or offensive.

I accept that, while teachers will always exercise their duty of care, protection against exposure to harmful information should depend finally upon responsible use by students.

I understand this responsibility and I hereby give permission for him/her to access the Internet under the school rules. I understand that students breaking these rules will be subject to appropriate action by the school. This may include loss of Internet access for some time.

Users and Security
The Department's student password policy requires users to change their password every 42 days. Passwords must meet the following criteria:

· is at least 8 characters
· has not been used in the previous 10 passwords
· must not have been changed within the last 1 day
· does not contain your account or full name
· contains at least three of the following four character groups
· English uppercase characters (A through Z)
· English lowercase (a through z)

· Numerals (0 through 9)
· Non-alphabetic characters (such as !, $, #, %)
Our network audit logs contain information on the user logging in, the computer which is attempting to log in and various other parameters. This information can, and will, be used to track user access and usage.
Games
Students may be permitted to play internet and computer based games.  Staff will consider the following points before making a decision.
· Educational value of games

· Potential for distraction / disruption

· Potential software piracy issues

· Storage / bandwidth requirements of games

· Social aspects – e.g. many schools allow games to be played at lunch times, while others ban this to encourage socialization


Music
Students are not permitted to listen to or view digital media on their laptops whist at school unless given permission by a teacher for an educational purpose.  Personal MP3 and other media files are not to be stored on the device.  The licensed media should be stored on a USB storage device.  Students who have permission from the teacher to listen or view personal media must have this licensed media stored on their personal USB device. 

Virus Protection 
Viruses have the potential to severely damage and disrupt operations within the school and DETE’s computer networks.  Viruses can enter laptops through:
· Removable media such as CDs, DVDs, floppy disks and USB memory sticks
· Emails
· The internet (including web browsing, FTP programs and chat rooms)
· File download\Network file shares, such as servers and shared folders
TIPS

· Symantec virus definitions updates are managed automatically by the school network.
· Do not open any files attached to suspicious or unknown emails.

· Exercise caution when downloading files from the internet. Save the files to the Laptops hard disk and run the virus scanner on the file before opening them.

· Delete chain and junk emails. Do not forward or reply to any of these.

· Never reply to spam. Spam email messages can contain viruses that notify a third party of the legitimacy of an email address and then add the recipients to the spammer’s database they can also consume a large amount of disk space on the server, which slows computer networks.

· Forward all spam to spam@eq.edu.au. Education Queensland currently blocks over 1.5 million spam emails per month.

· Hundreds of viruses are discovered each month. Run your virus scan regularly.
Technical Support
Students experiencing technical faults should consult the teacher before speaking with the school technician.
Typically, we would expect each child to be without their device for up to six days per year for servicing or repairs.

Security / Storage / Loan & Replacements

During the school day when devices are not being used (lunch, physical education, etc) the devices will be stored in the classroom, at the completion of the school day, devices are to be returned to the designated storage areas and connected to the charger.  Students are responsible for ensuring their laptop is connected to the charger correctly.
Carry Cases
Laptops must be transported between buildings and classrooms in the carry case supplied.  Students will be provided with a carry case and must use the carry case to store any nominated equipment.


Lost and found policy
If the device is lost report to the front office / if it is found return it to the front office. 
Loan / replacement computers

· The loan of a replacement laptop will be at the discretion of the principal.
· Laptops may be loaned to a student if their own laptop is damaged or under repair.  This will be at the discretion of the principal.
· Loan laptops may not be provided to a student at the discretion of the principal.
Backup / Recovery
Students are responsible for backing their data into their H: Drive.  Data which is stored on the school server is backed up every night.  The school is not responsible for backing up data stored on laptops.
Responsible use of equipment and respect 

Students are not permitted to touch another student’s laptop or associated nominated equipment.  Students must respect the school’s equipment, their own and others.  Breaching any of these responsibilities or any part of the guidelines as stated in this handbook may result in disciplinary action – refer to the school’s Student Code of Conduct.
Caring for your Laptop
Packing away your Laptop
· Always store your laptop in the storage rack as supplied by the school
· Treat the power adapter cords with care – do not allow them be become entangled or knotted
· Try to avoid moving your laptop around when it is on.  Before switching on, gently place your laptop on a stable surface and then switch on.

· You still need to be careful with your laptop while it is in the bag.  Do not drop the bag from your shoulder.  Always place the laptop bag gently down.

· Laptops should be signed out of at the end of each day.  It is recommend that your device is restarted at least 2 times during a week to allow updates to install. 
Operating conditions

· Please don’t place objects on top of your laptop and never carry it around while it is turned on.

Avoid exposing your Laptop to:

· Direct sunlight or sources of heat such as desk lamps.

· Dust, dirt, rain, liquids or moisture

· Heavy shock or vibration

LCD screen

· LCD screens are delicate - they don’t like being poked, prodded, pushed or slammed. Never pick up your Laptop by its screen. Don’t slam the screen closed and always be gentle when putting your Laptop down. 

To clean your LCD screen:

· Switch off your Laptop.

· Use the screen cleaner wipes provided by the school.

· Avoid applying pressure to the screen.
AC adapter

· Connect your adapter only to your Laptop.

· Do not step on your power cord or place heavy objects on top of it. Keep your cord away from heavy traffic areas.

· When unplugging the power cord, pull on the plug itself, rather than the cord.

· Do not wrap your cord tightly around the adapter box.
Keyboard

· Gently brush your keyboard with a clean soft bristled paint brush or similar to remove dirt.

· If any key tops are missing or keys are in a damaged state, take your laptop to the technician to be repaired immediately. A single key top can easily be replaced but continuing to use the keyboard with a missing key top can result in having to replace the entire keyboard.

Case Cleaning

· Clean with materials supplied by the school.
Nominated equipment
· Clean with materials supplied by the school.

· Store the headset and mouse in the laptop storage bag provided.

IPads – Classroom sets and student loaned
The school has class sets of iPads, and some students may be issued with their own iPad to allow improved access to the school curriculum and learning opportunities.  Any school iPad shall be used in a manner in compliance with the expectations contained in this document.

Quilpie State College - Student 1-1 Laptop & iPad Program –
Agreement Form 2024

This form MUST be completed and returned to the school.
The laptop program relies upon students being able to access and use the device in an environment which allows them to participate in the learning program with minimal disruption to themselves and other class members.
Your child will be able to use the equipment supplied by the school at no cost to you, unless the equipment is damaged, as a part of the 1-1 Laptop Program.  

If you do not wish your child to use the school supplied mouse or headset, you must provide your child with their own equivalent equipment.

The school will provide to students a headset or corded mouse where it is deemed necessary as a part of the curriculum or assessment task.  Students should use the laptop mouse pad, however, they are welcome to supply their own mouse/wireless mouse.

Any damage to ICT equipment which is deemed by the school to be malicious may result in the parent/carer being invoiced for replacement or repair of damaged items.  This also applies to any school iPad used by or loaned to a student.  iPads which have been loaned to a student will be recorded in the school’s OneSchool application and parents/carers informed.

For more information, please see the detailed Laptop iPad Handbook located on our school website, or request a copy at the office.
Responsibilities

Students are required to transport and use devices, nominated equipment and technology according to school policy.  Students are required to report any defects, faults or damage to administration using a ‘device fault report’ form.  When using the internet, students are to abide by the EQ - Responsible Internet Usage Agreement.  The school is responsible for maintaining the school network and software installed on the laptops.
Student Agreement

I agree to abide by the EQ - Responsible Internet Usage Agreement and the expectations as outlined in the Quilpie State College Laptop Program Handbook.  I will check my laptop and nominated equipment for damage or problems and report damage to an appropriate staff member.  I understand the principal reserves the right to cancel this agreement at any time.

I understand that I will use school Laptops and iPads according to school expectations.
Student name: …………………………………………………………..............  Date: ………/…………/2024

Signed: ……………………………………………………..……………….

Parent/Carer Agreement

I understand that my student is required to use the laptop and nominated equipment according to the Quilpie State College Laptop Program Handbook.  I understand that I will not be charged a hire fee, however, if damage occurs to the laptop or associated equipment which is not covered by the manufacturer’s warranty and is considered by the school to be malicious, I agree to pay for the costs associated with the repair and transport of the device or nominated equipment in negotiation with administration.  I understand child is to abide by the EQ - Responsible Internet Usage Agreement.  I understand the principal reserves the right to cancel this agreement at any time.

Parent/Carer name: …………………………………………………………......  Date: ………/…………/2024

         Signed: ……………………………………………………………….
Principal Approval

I approve the allocation of a student laptop and nominated associated equipment to the student as named on this form.  

Principal name: …………………….……………………………………………….  Date: ………/…………/2024
 Signed: ………………………………………………………………..……

