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Presentation College Chaguanas

Policy for
 Use of Student-Owned Laptops in School

The MOE of Trinidad and Tobago has provided to Form One students of Secondary schools the option of utilizing personal laptops as a means to enhance their education.  The purpose of this document is to  provides the policies for its use to ensure proper management, safety standards and responsible use  by both staff and students.
Please note that during the course of the school year, the policies regarding the use of personal laptops and associated peripherals may be adjusted accordingly.
 Security Risks 
Laptops, netbooks and other portable computing devices are especially vulnerable to accidental loss, theft and damage. Opportunistic and organized thieves may target these devices in school, on school grounds, and while travelling to and from school.
To address some of these concern the following are suggested: 

1. Each student’s laptop must have his name, school and contact information clearly displayed.

2. Regular emphasis that the onus of responsibility rests solely with the students is critical. Presentation College Chaguanas accepts no responsibility for laptops and other digital devices brought to school.

3. These fragile devices should always be transported in the carrying case with the case closed to avoid cracked screens and other mishaps.  (Do not place between books, heavy objects, sports equipment etc…) 
4. Students who use public transportation should not use their laptops while in commute.  ( Avoid use in taxis, maxis, buses or while walking  to school.)
5. During the recess, lunch and physical education field periods the laptops are to be safely secured in the classrooms and these are to be locked.

6. Any vandalism, damage or theft of equipment must be reported immediately to administration.

General Use of Equipment 
1. Initially, designated days of the week would be assigned for each respective form (p, j, and m) to bring in their laptops.
2. It is the responsibility of the students to ensure that the laptops are fully charged before bringing to school. ( A gentle reminder by teachers the day before is advised)
3. On the designated days subject teachers are expected to have relevant and suitable work (content, activity and assessment) prepared for use on the laptops.
4. Students should be advised to obtain portable storage devices (flash drives) for the storage of class assignments and other relevant resources.
5. The school (Presentation College Chaguanas) has the right to randomly inspect any laptop, application or peripheral device on any or all laptops on a regular basis. This includes but is not limited to browser history, email, media that has been accessed, downloaded or created, documents, pictures and files.
6. The use of the laptop for anything other than teacher directed or approved activity is prohibited during instructional time (8:05 am – 2:30 pm). This includes but is not limited to the internet, computer games, chatting, social networks etc...Students are prohibited from taking  the laptops outside the classroom.
7. The web cameras on the laptops are not to be used to take pictures unless authorized to do so by the teacher present. Consequently, cameras are not to be accessed except when being used as part of a class.
8. Students are not allowed to access internet via personal wireless devices unless authorized and supervised by teacher.
Classroom Management of Laptops (for staff)
 Classroom management skills are a prerequisite to good teaching. When laptops or other mobile devices are introduced into the classroom, it is critical that the teacher is equipped with skills to manage the students’ use of these devices. Lack of management skills will doom these efforts to either insignificance, frustration, or a backlash against technology. 
Consider the following techniques.



1) Start small, and then grow. Students want to use the laptops, and they are not going to “resist them” if their use in the classroom is infrequent at first. Teachers need to feel in the driver’s seat, and the students need to know that use in the classroom is a privilege and not a right. So, at the very start, the laptops could only be used by a few students at one time. Organise several small groups, for example, one student may be the recorder of ideas, and you only have a handful of laptops-using assigned students to monitor the activity instead of everyone. Praise their good use,and highlight and discourage inappropriate use. Circulate as much as possible to ensure that students are at task. Note that any sudden closing of lids or quickly closing a web browser is a sure sign that students are mis-using the device.. If being used in small groups, a mis-use is grounds for “no longer being the recorder” that day or week (up to the teacher to discipline). 

2) When you first begin using laptops in the classroom, make sure it’s a focused assignment all students are doing at once, and that you have time to actively circulate as they do the assignment (such as writing a paragraph about something, or viewing a soccer dribbling clip). If you can really circulate and shape the use of the class the first couple of times the laptops are used, you’ll be setting a good future example. 

3) Create a culture of good use. This means that good academic uses by individual students should be highlighted and praised. Also, mis-uses should be acknowledged to emphasise that it affects use of the technology for all. Lay the rules for your class  and stand by them. For example, by letting the students know that if several people can’t manage to use the laptops correctly on say Tuesday, then perhaps non-laptop projects should be done by everyone for a few days. Assign some work to be done longhand, for example, for everyone if you need to. The point here is that the classroom needs to respect and use the computer as a tool, and not a toy. Taking away the benefits of the tool can be a strong motivator for improving the classroom culture. 

4) Have strategies for gaining or refocusing student attention. For example, lids down or "half mast." When you are talking and you don’t want “half” of them paying attention, make sure that all computer lids are put down. The lids need to be below the line of sight to the students’ eyes. 

5) Be wary of “note-taking with computers.” It is a challenge to take good notes with a laptop.  Since note-taking on laptops is a challenge for students, you may not even want to try it until you have a good culture of laptop use. If possible all work or materials used could be sent via email to the students or saved on their flash drives.

 6) Technological monitoring and filtering solutions are not perfect. Many teachers would like to use Screen Monitoring software to see all the students’ screens during a class and not have to walk around the room. Internet Filtering software helps block inappropriate content, but is nowhere near perfect. These software solutions are never 100% and the teacher must circulate in the classroom. 
9) Be realistic. Students need time to develop maturity with the use of laptops as tools. They’ve had years to use them as toys, and they aren’t going to use them as tools overnight. That’s why it a slow and cumulative approach is recommended whereby students earn the privilege of using the laptops more frequently. 

10) Victory is different for different students. Some students will blow you away with innovative uses and processes and results. Others will have more basic achievements. Some will really struggle. Try to find ways to celebrate all sorts of different successes.. 

11)Create small group activities. If students are immersed in collaborative small group activities they often keep each other in "check" and focused on completing the assignment at hand. 

12)Hold students accountable. If you do have problems with students misusing machines, often punishing one or two can have a quieting effect on the rest of the group, at least for a little while. If you do so early in the sessions, you send a strong message to the students that the computers are to be used for academic purposes and nothing else. 

