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District Computer / Technology

 Checkout Information
· Teachers/Staff will be allowed to check-out laptops and other selected technology items (with the approval of the principal) during the summer months.

· The check-out procedure will be handled through the school office.
· Laptops will not be checked out to non-returning teachers/staff. (all items including laptop, bag, power supply, and memory stick  must be returned)
· Teachers/Staff are NOT required to check laptops/equipment out.

· Teachers/Staff NOT checking laptop/equipment out need to return equipment to the building office for summer storage.

· Laptops that are experiencing problems SHOULD NOT be checked out.

· Laptops that are experiencing problems should be SENT to the Information Services department for repair.

· Teachers/Staff WILL be responsible for backing up data on laptops before they are sent to the Information Services department for updates or repairs.
· Laptops sent to the Information Services department for repair and updates should be marked for teacher pickup upon return from warranty repair or returned to the building for summer storage. 

· Building offices must record Name/Brand-Item/Model/SN/ID of equipment checked out.

(Complete the boxes below before checking out technology items for the summer)
USD 261 teachers/staff using district-issued laptop computer or checking out other district equipment for non-district use are responsible for loss or damages to the equipment.  Please contact your insurance agencies (home, auto, renters, self-insured, etc.) to make sure you are covered before being issued laptop computers or requesting to check-out district equipment.  If your home/car insurance does not or will not cover the loss, the employee will be responsible for reimbursing the school district for the replacement cost of the equipment.  Haysville USD 261 is not liable when such loss or damage occurs.

This form must be filled out annually or when:

· Checking-out district equipment (including laptops) for the summer

· Teachers/staff first report day in August

· Issuance of laptop or checking-out district equipment for non-district use during the year

I have read and completed the above: 
___________________________________








Signature  of Teacher/Staff
(Please print )
	Teacher/ Staff 
	Brand/Item
	Model
	Serial Number
	District ID

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please return this form to the office before leaving for the summer.

