SAMUEL PEPYS SCHOOL

St Neots

September 2002

Staff Laptop’s for teachers Loan Scheme

Part of Samuel Pepys School’s Improvement Plan and professional development programme is to provide a laptop computer to assist staff in the planning and delivery of the curriculum, for recording and reporting. Following consultations on the allocation of computers under the DfES Laptop for Teachers Initiative, and in conjunction with the school’s acquisition of additional laptops to enable a Laptop for All approach, it has been recommended that a laptop computer and carry case 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 and carry case remains the property of Samuel Pepys School and is only for the use of the member of staff it is issued to.

2. Your laptop will be fully insured for all risks by the County Council.  It will be expected that you take all reasonable precautions to minimise the risk of damage or loss by theft. [For example, when in transit always carry your computer in the boot of your car so that it is out of sight or when using the computer at home, do not leave it unattended where it can easily be in view to an opportunist.]

3. Only software licensed by the school, authorised by the Headteacher and installed by the school’s ICT support staff may be used.  You may create your own home-based Internet connection.

4. Anti-virus software is installed and must be updated on a regular basis, no less often than monthly.  ICT staff will advise on the routines and schedules of this operation.

5. The laptop is covered by a warranty agreement. Should any faults occur the school’s ICT support staff must be advised, and the laptop returned, as soon as possible so that warranty support can be requested. Under no circumstances should staff attempt to fix themselves, or to have fixed by a third party, any suspected hardware faults.

6. The ICT support staff will give training in the use of the laptop and how to access the Internet, educational web sites, and the Intranet and to use email facilities.

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

8. Further notes of guidance will be produced to ensure that you have all necessary information and support. As such, they will add to or restate the conditions of use set out in this agreement. 

9. Staff are required to ensure that appropriate use is made of the laptop loaned to them to and have regard to Internet Security, Child Protection, transmission of pornographic materials and health and safety issues. 

Laptop Make:
DELL

Model:  LATITUDE C810

Serial number:

Authorised by the Headteacher: (signature) 




Date:

To Member of Staff 





  

Received by: (signature)  






Date:
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