
 

Laptop Care and Use Procedures and Guidelines 

A Resource for Students and Parents/Guardians 

 

 
Distribution of Laptops: 

Students will receive a laptop once appropriate paperwork has been completed and signed by a 

parent/guardian. 

 

Returning School Issued Laptops: 

 

End of 12th Grade: 

Upon entering BVT, students will be provided with a laptop.  Students will keep their laptops, 

power supplies, and any other equipment issued with the laptop until the end of the 12th grade. 

Failure to turn in a laptop at the end of the 12th grade will result in the student being charged the 

full replacement cost, regardless of insurance.  There will also be a charge for any missing 

peripheral equipment such as the power supply. The District may also file a report of stolen 

property with the Upton Police Department for equipment not returned. The district reserves the 

right to prohibit attendance at the graduation ceremony should the laptop and peripherals 

not be returned. 

 

Transferring/Withdrawing Students  

Students who transfer out of or withdraw from BVT must turn in their laptops, power supply, and 

any other equipment issued to the Technology Department on or before their last day of 

attendance. Failure to turn in a laptop will result in the parent/guardian being charged the full 

replacement cost, regardless of insurance.  There will also be a charge for any missing peripheral 

equipment such as the power supply. The District may also file a report of stolen property with the 

Upton Police Department for equipment not returned.  

 

Laptop Care: 

 

Taking Care of the Laptop  

Students are responsible for the general care of the laptop they have been issued by BVT.  Laptops 

must remain free of any writing, drawing, or adhesive stickers (non-removable stickers). Static-

cling decals that peel off easily can be used.   

 

BVT’s Technology Department must be notified immediately when laptops are broken (e.g. broken 

screen, cracked case or missing keys) or fail to work properly. The Technology Department can be 

reached by visiting the DLC (Digital Learning Commons), emailing 

tech_assistance@valleytech.k12.ma.us or by calling the school.  Laptops that are broken or fail to 

work properly must be taken to the Technology Department to assess the damage or problem 

with the device. 

 

  



Taking Care of the Laptop (continued)  

The Technology Department will analyze and fix problems whenever repairable in house.  The 

District will make every effort to provide the student with a loaner device during the repair 

process. District-owned laptops should never be taken to an outside computer service for any type 

of repairs or maintenance nor should a student ever attempt to repair a laptop themselves.   

Students should be aware of where the laptop is at all times and not leave their laptop unattended 

unless it is locked in their assigned locker.   

 

Screen Care  

 The laptop screen can be damaged if subjected to heavy objects, rough treatment, some 

cleaning solvents, and other liquids.  

 The screens are particularly sensitive to damage from excessive pressure.  Do not place other 

items on top of a laptop (opened or closed).   

 Do not lean on top of the laptop or place anything near or on the laptop that could put pressure 

on the screen such as books or other heavy objects.  Unnecessary pressure can push the LCD 

screen into the keyboard and may eventually damage the laptop’s screen. 

 Do not drop objects on top of a laptop. 

 Do not store a laptop with the screen open.  

 The screen is also easily scratched or damaged by direct pressure, so take care not to place 

pressure on it. 

 The laptop’s screen could break if the device is dropped or receives a significant impact. 

 Make sure there is nothing on the keyboard before closing the lid such as pens, pencils, papers, 

and so on.  

 Only clean the screen with a soft, dry microfiber cloth or anti-static cloth.  

 Do not rotate or open the LCD screen beyond its design limit. Laptops have a design limit as to 

how far the LCD screen can be tilted open. If the LCD is tilted beyond this limit, damage to the 

LCD, hinges, or laptop will occur. Avoid forcing the LCD screen beyond this limit once 

resistance is felt. 

 Close the laptop carefully - from the center top front edge of the screen.   Closing the lid using 

only one side causes pressure on that hinge, and over time can cause it to bend and snap. 

 Avoid excessive force when closing the LCD screen. 

 Avoid touching the screen with sharp or pointed objects such as pencils, pens, and so on. 

 

Cleaning the Laptop 

 Dell recommends powering off the laptop and disconnecting the power cables and other 

devices before cleaning. 

 Take a few minutes to clean your laptop of dust, grime, residue, and so on, will make a 

significant difference in your laptop’s lifespan.  Focus on cleaning the LCD screen, keyboard, 

chassis, and air vents. 

 Gently wipe the screen with a clean and soft microfiber cloth. Do not use window cleaner or 

any type of household cleaner on the LCD screen. Use a cleaner that is designed for an LCD 

screen. 

 Wipe the keyboard or chassis cleaning gently with a clean and soft microfiber cloth. 

 Reach out to the Technology Department for assistance with cleaning the air vents if they 

become too dirty. 



 

Power 

 Use only the Dell-provided AC adapter that is approved for use with your Dell laptop.  

 Plug in your power adapter then open and power up your laptop. 

 Avoid covering the AC adapter with paper or other items, which will reduce cooling.  Also, do 

not use the AC adapter inside a carrying case. 

 Use a surge protector when possible, as a single power surge can damage your laptop within a 

matter of seconds, hindering your laptop’s functionality. 

 When inserting or removing the power cable of the laptop, ensure that the connector is lined 

up with the laptop’s power port. 

 Be careful not to pull or twist the laptop when any cables are attached. 

 Ensure all the cables are securely connected at both ends. 

 When unplugging the power cable from the wall socket, pull directly on the plug. Otherwise, 

the cable could break off from the plug. 

 Unplug the AC Adapter (if possible) after the battery is fully charged and have your laptop run 

on battery power. Plug the AC adapter back in after the battery charge falls below 50 percent. 

This helps extend the life of the battery. 

 Laptops must be shut down when not in use to conserve battery life. 

 

Shutting Down Laptops 

 Shut down the laptop every few days. 

 Allow the laptop to remain off for 15 minutes; this will allow the computer’s hardware to rest 

and reset. 

 Remember to shut down the laptop prior to bringing it to school.  This keeps the laptop from 

getting confused as to which network it is on and is safer to transport the laptop. 

 

 

General Precautions and Preventive Care of the Laptop: 

 

Prevent Accidents Before They Happen: 

 Make sure hands are clean before using the laptop. 

 No food or drink should be next to or around the laptop.  Spilled liquids may damage the 

internal components.  The crumbs can go down between the keys in the keyboard and crumbs 

can also disrupt the laptop’s circuitry. 

 Place your laptop on a clean, dust-free surface; dust can cause a notebook to overheat. 

 Keep the laptop dry - protect it from rain or snow. 

 Place the laptop out of reach of children and pets. 

 Be mindful of where the power cable is plugged in, as the cable may be a tripping hazard. 

 Be sure to unplug the laptop if there is an electrical storm.  

 Do not leave the laptop in a car (including the trunk) or any location that would expose the 

laptop to extreme temperature or direct sunlight for extended periods of time, such as leaving 

it in a car overnight during the winter or on a hot day.  

 Large temperature swings could damage a laptop. 

 

 



Prevent Accidents Before They Happen  (continued): 

 When bringing a laptop indoors from a cold environment, don't turn it on immediately. 

Instead, let it warm to room temperature first. This will avoid any potential for damage 

from any condensation that formed inside the laptop. 

 When taking the laptop from high-temperature conditions into a cooler environment, 

allow the laptop to acclimate to the room’s temperature first.  Doing this will allow for 

any condensation that may have formed to evaporate before turning on power to avoid 

damage to the laptop. 

 
Operating the Laptop in A Safe and Stable Environment: 

 Do not place the laptop on uneven or unstable work surfaces.  

 Do not place the laptop on the floor where it can be stepped on or kicked.  

 Keep the laptop centered on your desk. It should not hang off the edge. 

 Laptops can overheat more easily than a desktop computer can.  Avoid using the laptop on soft 

surfaces such as a sofa, bed, carpeting, comforters, pillows, or other non-flat surface.  Air vents 

on the bottom or the sides of the laptop will be blocked, and airflow will be reduced preventing 

sufficient ventilation.   

 Cords, cables, USB thumb drives, or USB flash drives must be inserted carefully into laptops 

and removed carefully from laptops.  

 Do not insert items (especially metal objects) into the openings of the laptop that are not 

intended for those parts. 

 Laptop peripherals, items you plug into your laptop, have specific ports or locations into which 

they fit, so pay attention to the shape and size of an item's connector before plugging it into its 

respective port. 

 Back packs containing laptops should be handled with care.  

 

Carrying/Transporting the Laptop  

 Always transport the laptop with care. 

 Never carry laptops with the screen open.  

 Never lift laptops by the screen as this could damage the display or the hinges attaching the 

display to the base.  

 Never lift laptops by the corner of the palm rest. This can put unnecessary pressure on the 

palm rest or touchpad causing damage. 

 Before carrying or transporting your laptop, remove any devices that are plugged in, such as 

USB drives or the AC adapter.  If the laptop is accidentally hit, any remaining devices that are 

plugged in can cause damage to the laptop ports or the devices themselves. 

 Power down (turn off) the laptop and then gently place it (versus dropping it) into a laptop 

carrying case or backpack to avoid damage to the laptop.  

 If the laptop is placed in a carrying case, do not place anything in the carrying case that could 

press directly against the laptop.  

 If the laptop is placed in a backpack, do not put too many items in the backpack with the laptop 

which can put unnecessary pressure on the laptop. 

 Turn the laptop off—don’t simply put it in sleep or standby mode. 

 
  



Asset Tags  

 All laptops and their power cord will be labeled with an asset tag. The asset tag provides 

information that allows us to determine the name of the student to which the specific laptop 

has been assigned and provides information that allows the Technology Department to match 

the information with the inventory record. 

 Asset tags may not be modified or tampered with in any way.  

 

Bring Your Laptop To School Everyday  

 Laptops are a necessary student-learning tool that provides access to curriculum materials, 

essential resources, schedules, assignments and student work.  

 Students are expected to bring their fully charged laptop to school every day and bring their 

laptops to all classes unless specifically advised not to do so by their teacher.  

 The use of the laptop during class is strictly at the teacher’s discretion. 

 

If A Student Does Not Bring Their Laptop To School  

 If a student does not bring their laptop to school and it is needed for an online assessment, 

students may be sent down to the DLC (Digital Learning Commons) by their teacher to sign out 

a loaner for that class, only if a laptop is available.  

 A student borrowing a laptop will be responsible for any damage to or loss of the issued device. 

 Students will be responsible for returning the borrowed laptop to the DLC before dismissal.  

 Failing to return a laptop by the end the school day, could potentially result in a student losing 

the privilege of borrowing a laptop or disciplinary action. 

 If there are multiple occurrences of coming to school without one’s laptop, the student will be 

reported to their Assistant Principal. 

 

Laptops Being Repaired  

 Loaner laptops may be issued, if available, to students when they leave their school-issued 

laptop for repair with the Technology Department.  

 A student borrowing a loaner laptop will be responsible for any damage to or loss of the loaned 

device.  

 Laptops on loan to students having their devices repaired may be taken home.  

 Students must return their loaner laptop within one school day of being notified that their 

repaired laptop is ready for pick-up.  

  
Charging Laptops  

 It is important that laptops be fully charged on a nightly basis so that students are prepared to 

use them throughout the day with limited interruption.  

 Laptops must be brought to school each day with a full charge.  

 There will be a limited number of charging stations located in the school, available to students 

on a first-come-first-served basis.  

 If there are multiple occurrences of coming to school without one’s laptop fully charged, the 

student will be reported to their Assistant Principal. 

  

  



Backgrounds and Themes  

 Inappropriate media may not be used as laptop backgrounds or themes.  

 Any inappropriate media will be reported to a student’s Assistant Principal and may result in 

disciplinary action.  

  
Sound  

 Sound must be muted at all times unless permission is obtained from a teacher.  

 Headphones/earbuds may be used at the discretion of the teachers.  

 Headphones/earbuds are not provided. 

 Students should have their own personal set of headphones/earbuds for sanitary reasons.  

  

Printing  

 Although students are encouraged to digitally publish and share their work with their teachers 

and peers Follow-me printers are available in the school building for printing.  

 Personal printers will not be installed on the laptops. 

 
Managing and Saving Your Digital Work With a Laptop  

 The majority of student work will be stored in Internet/cloud based applications and can be 

accessed from any computer with an Internet connection and most mobile Internet devices.  

 Some files may be stored on the laptop hard drive.  

 Students should always remember to save frequently when working on digital media. 

 The district will not be responsible for the loss of any student work.  

  
Using Your Laptop Outside of School  

 Students are encouraged to use their laptops at home and other locations outside of school for 

learning purposes only.  

 A Wi-Fi Internet connection will be required for the majority of laptop use; however, some 

applications can be used while not connected to the Internet.  

 Students are bound by the Empowered Digital Use Guidelines and all other guidelines in this 

document wherever they use their laptops.  

 Inappropriate use of the laptops may result in disciplinary action.  

  

Content Filter  

 The district utilizes an Internet content filter that complies with the federally mandated 

Children’s Internet Protection Act (CIPA).  

 All laptops have their Internet connections filtered when onsite at BVT and off-site as well. 

 When using the laptops outside of BVT, parents/guardians are also responsible to monitor and 

supervise their child’s use of the Internet and media.  

 No filtering technology is perfect, however, both teacher and parental/guardian engagement is 

always an important part of a student’s Internet and media use.  

 Common Sense Media is one resource that that offers direction and guidance for families 

regarding the use of the Internet.   

  

  

https://www.commonsensemedia.org/


 

Home Technical Support  

  Due to the variety of home networking and printer setups, BVT is not able to offer home 

support for the functionality of the laptop.   

 The network settings on the laptop have not been substantially changed from what a consumer 

would receive when purchasing this device, so using it at home should be similar to other 

laptops.  

  

Basic Troubleshooting Tips  

● If something does go wrong with a laptop, a quick restart will often fix the problem.   

● Select Power (shut down/restart) from the Windows menu.  If this does not work, then 

hold down the Power key until the screen goes black. 

● Hold down the power key to turn your Laptop back on.  

  
Appropriate Uses and Digital Citizenship  

● School-issued laptops should be used for educational purposes and students are to adhere 

to the BVT Empowered Digital Use Guidelines at all times.  

● Students will not share passwords with anyone other than their parent/guardian.  

● Students issued laptops are to be used only by the student and not to be shared with family, 

friends, classmates or others.  

  

Children’s Online Privacy and Protection Act (COPPA)  

● BVT makes every effort to comply with state and federal laws regarding student online 

activity and privacy. COPPA applies to commercial companies and limits their ability to 

collect personal information from children under 13. COPPA does not preclude schools 

from acting as intermediaries between operators and parents in the notice and consent 

process, or from serving as the parent’s agent in the process of collecting personal 

information online from students in the school context. The school’s use and sharing of 

student information is solely for education purposes.  

 

  
  



Parental Consent and Agreement  

By signing below or through electronic signature, you are agreeing that you have read the 

handbook with your student and are agreeing to the terms and conditions of the program.  In 

addition, you agree to take responsibility for student’s use, custody and care of the assigned 

laptop.  You agree to take financial responsibility for the any damage or loss of the laptop or 

peripherals with the understanding of the estimated replacement costs  

(laptop approximately $1,264 and charger approximately $40) 

 

Your child is responsible for returning the laptop back to the district at the end of their use 

(graduation or withdrawal.)  Unless proven that the device was maliciously rendered 

unusable, and the perpetrator identified, your signature is agreement that you will be 

responsible for a replacement device.   

  

 

Student’s Name (print clearly) _________________________________________________________________________________  

 

 

ID #________        Grade: ________        Homeroom:___________________        Shop: __________________________________ 

  

 

Parent / Guardian Name (printed):____________________________________________________________  

 

 

Parent Guardian Signature:____________________________________________________________  

 

 

Date:________________________________________ 

 

 

Student Signature:____________________________________________________________  

 

 

Date:________________________________________ 

 

 

 

 

School Use Only: 

 

Administrator Name: (printed):____________________________________________________________  

 

Administrator Signature:____________________________________________________________  

 

Date:________________________________________ 


