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Student K-12 1:1 Device Policies and Procedures 

Device 
• Students in grades K-5 participating in the Lebanon Community School Corporation (LCSC) 

technology take-home technology device program will receive a school-issued iPad with 
Logitech Rugged Combo 2 case/keyboard (device) and 1-meter Lightning cable with 12-watt 
power pack (accessories).  

• Students in grades 6-12 participating in the LCSC technology take-home technology device 
program will receive a school-issued a 13” MacBook Air (device) and a carrying bag, power 
adapter and extension cord (accessories).  

• Students assume responsibility for the school-issued device and the related accessories.  
 
Appropriate Use:  Digital Citizenship 
While working in a digital and collaborative environment, students should always conduct themselves 
as responsible digital citizens by adhering to the following: 

• Manage their online information and keep it secure. 
• Protect their own online privacy while respecting the privacy of others. 
• Explore, examine, and protect their online reputations. 
• Reflect on their responsibilities and rights as creators online. 
• Identify, find, evaluate, and use information effectively. 
• Deal with a cyberbullying situation appropriately. 
• Stay safe online through positive connections. 
Source: Common Sense Education 

 
Using Student Devices at School 

IMPORTANT: Devices are NOT to be used in any location where the expectation of privacy exists. 
• Students are expected to bring a fully-charged device to school each day and to all classes 

unless specifically advised not to do so by their teacher.  
• Students are not allowed to download or install any applications. 
• For students 6-12 – a loaner device will be provided to a student who does not bring his/her 

laptop device to school with a consequence assigned at that time. 
• For students K-5 – a loaner device may be made available, but alternative assignments may 

be necessary.   
• Students are not to video or audio record without the permission of the subject of the 

recording, and the recording must be for educational purpose. 
 
Logging onto a Device 

• Students will login to their device using their school-issued username and password. 
• Students should never share their account passwords with others, unless requested by an 

administrator. 
• Students are recommended to log-off the device when not using it. 
• Students may visit AppleCare or the Media Center for username and password assistance. 

 
Transporting Grade K-5 iPads Devices 

• Students should never leave any their device in a vehicle. 
• Do not store or transport a device without the keyboard attached and closed.  
• When possible, the device should be transported in a student backpack.  



 

17 | P a g e  Lebanon Community School Corporation eLearning Manual 
 LCSC School Board Approved June 18, 2019 

Transporting Grade 6-12 MacBook Air Devices  
• Students must always transport the device with care while stored inside the school-issued 

computer bag. 
• Do not place any other items other than the LCSC-issued device in the main part of the school-

issued computer bag. 
• Do not overstuff the computer bag.  Extreme pressure on the device can cause permanent 

damage to the screen and other components. 
• Never open the device by pushing on the screen 
• Never pick-up the device with the screen open 
• Devices may not be used in the cafeteria. Devices must remain in the computer bag at all 

times.  Students are encouraged to store their device in a locked classroom or a secure locker 
during lunch. 

• Students should never leave any their device in a vehicle. 
• Students attending or participating in physical education class and/or extracurricular activities 

should leave laptops devices secured in their school locker when not in use.   
• Student attending or participating in activities outside of school should exercise extreme 

caution to protect the computer from harm.   
• REMINDER:  Students are liable for all damages and theft. 
• School lockers are available to students both before and after practice, games, meets, etc. 

Mon-day through Friday when school is in-session. 
 

Using Device Outside School 
• Using eLearning does not mean all households must have Wi-Fi, although many LCSC 

students and teachers have the ability to access digital learning away from school. Accessible 
community Wi-Fi listings for the Lebanon and Whitestown areas include Starbucks, 
McDonald’s, Pizza Hut, Buffalo Wild Wings, Parky’s and the Lebanon Public Library. Special 
accommodations can be provided on a case-by-case basis. 

• All Internet activity is filtered by the LCSC content filter system. Students are prohibited from 
circumventing the filter. 

 
Backgrounds 
Inappropriate media may not be used as device backgrounds. 
  
Sound 

• Sound must be muted at all times unless permission is obtained from a teacher. 
• Headphone/ear buds may be used only at the discretion of the teacher. 

 
Printing 

• iPad printing is not supported.  
• MacBook Air devices are to print in the Media Center for grades 6-12. 
• Students are encouraged to digitally publish and share their work with teachers and peers when 

appropriate. 
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Managing and Saving Work 
• Some files may be stored on the device but it is discouraged. It is recommended to save 

work in the iCloud Drive.  
• Students should always remember to save frequently when working on digital media. 
• LCSC is not responsible for the loss of any student work. 
• Students are encouraged to maintain backups of their important work. 
 

Privacy 
• Students should have no expectation of confidentiality or privacy with respect to any usage of 

a device, regardless of whether that use is for school-related purposes or not, other than as 
specifically provided by law.  

•  LCSC may, without prior notice or consent, log, supervise, access, view, monitor, and record 
use of a student device related to the operation of the district.  

• Teachers, school administrators, and the Technology Department may use monitoring 
software that allows them to view the screens and activity on student devices. 

 
Damage 
IMPORTANT: Parents are encouraged to purchase device insurance. Many insurance companies 
offer a low-cost option for this insurance to be added to a homeowner’s policy. Third-party options 
are also available. Watch for start of year message from your child’s school with the allowed third-
party insurance provider list. 

• Students are responsible for their assigned device. Students may not swap/share their 
device.  

• Students must keep their device secured and attended at all times. 
• Devices and accessories not returned when requested may result in theft charges being filed 

by the Lebanon Schools Police Department. 
• Student/Parents are responsible for damage to the device.  The LCSC Technology 

Department will work with Apple to determine if any damage is beyond anticipated wear and 
tear.  

• Students should insert and remove cords carefully. 
• Students must keep devices away from pets, any liquids, food, or weather. 
• Caution must be used when power cords are used to avoid causing a tripping hazard. 
• Devices must remain free of any writing, drawing, stickers, labels, etc. 
• Do not attempt to modify the physical structure of the device in any way. This includes, but is 

not limited to the keys, screen, casing, etc.  Doing so will void the warranty on normal wear 
and tear, and families will be responsible for the cost of repair or replacement. 

 
iPad Screen Care 

• Make sure there is nothing (i.e. pens, pencils) on the keyboard before closing the device.  
• Only clean the screen with soft, dry microfiber cloth or anti-static cloth. 
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MacBook Air Screen Care 
• The screen can be damaged if subjected to heavy objects, rough treatment, some cleaning 

solvents, other liquids, etc.  The screens are particularly sensitive to damage from excessive 
pressure. 

• Do not put pressure on the top of a device when it is closed. 
• When the device is stored in the computer bag, do not place anything on the outside that will 

press against the cover. 
• Do not store a device with the screen open (lid up). 
• Make sure there is nothing on the keyboard before closing the lid (i.e. pens, pencils, etc.) 
• Only clean the screen with soft, dry microfiber cloth or anti-static cloth. 

 
MacBook Air Asset Codes 

• All laptops device and bags will be labeled with a LCSC sticker/tag. 
• These stickers/tags may NOT be modified or tampered with in any way. 
• Students may be charged up to the full replacement cost of a device for tampering a LCSC 

asset sticker/tag or turning in a device and/or bag without an LCSC asset sticker/tag. 
 

Repair Program 
• Students in should report all problems, issues, etc. to their teacher as soon as possible.  
• All repair and replacement accessory purchases must go through the LCSC repair program.  
• Grades K-5: The teacher will submit a repair ticket on behalf of the student. A loaner device 

may be available, but alternative assignments may be necessary.  A Technology Department 
staff member will contact the student’s teacher when their device is repaired and available in 
the Media Center. 

• Grades 6-8:  Students will arrange with their teacher to report to the Media Center.   
• Grades 9-12:  Students will arrange with their teacher to report to the AppleCare Center.  A 

loaner computer will be given to a student while their assigned device is being repaired.  A 
member of the AppleCare Center or Technology Department will contact the student when 
their device is repaired and available to be picked-up. 

 
Loaner Devices 

• Before a loaner device is issued, the student must sign a loaner agreement assuming 
responsibility for any damage to or loss of the loaned device.   

• All devise policies and procedures apply to the loaner equipment. 
 
Collection 

• Grades K-5: The classroom teacher will manage the classroom inspection and collection. 
• Grades 6-12 - After final exams the designated teacher will inspect and inventory devices of 

their assigned students and direct students on where to place the devices. 
• Computers and Accessories not turned back in may result in theft charges being filed by the 

Lebanon Schools Police Department. 
 
Summer School  

• Devices may be available for summer school students at school only as directed by teacher.  
• During Summer School, the same rules will apply for computer usage as during the school 

year. 
• Devices are only used at school during Summer School. Devices may not be taken home. 


