NAACE Guidance on the DfES Laptops for Teachers Initiative, May 2002.

Appendix 1

For illustration only.  This example Loan Agreement Form is given but it is not suggested that this will be appropriate in every detail for all schools or all LEAs; it will need amendment to meet local policy requirements and circumstances.  

STAFF LAPTOP LOAN SCHEME

Part of Xxxxxx School’s Improvement Plan is to provide laptop computers to staff to assist in the delivery of the National Curriculum.  Following consultations on the allocation of computers under the DfES Laptops for Teachers Initiative, it has been recommended that a laptop computer be loaned to you while you remain employed at this school.  While the laptop is in your care the following items should be noted:

1 The Laptop remains the property of Xxxxxx School and is only for the use of the member of staff it is issued to.

2 Insurance cover provides protection from the standard risks but excludes accidental damage and theft from an un-attended car.  If the laptop is stolen from an un-attended car, you will be responsible for its replacement.

3 Only software licensed by the school, authorised by the Headteacher and installed by the school’s ICT staff may be used.

4 Anti-Virus software is installed and must be updated on a weekly basis.  ICT staff will advise on the routines and schedule of this operation.

5 Should any faults occur the school’s ICT staff must be advised as soon as possible so that they may undertake any necessary repairs.  Under no circumstances should staff attempt to fix suspected hardware faults.  These are carried out only by a maintenance contract held by the County Council.

6 Training in the use of the Laptop and how to access the Curriculum Network, Intranet, Internet, and email will be provided by ICT staff.

7 Any telephone charges incurred by staff accessing the Internet from home are not chargeable to the school.

8 The Staff Handbook provides further information on the use of the Curriculum Network.
 

9 LEA and school policies regarding appropriate use, data protection, computer misuse and health and safety must be adhered to by all users of the laptop.
Laptop Make
Model
Serial Number


Authorised by Headteacher: (signature)
Date


Member of Staff


Received by: (signature)
Date
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