
Hicksville High School 
Laptop Policies and Procedures

Introduction 

The Apple® MacBook Air  that has been issued to you are the property of Hicksville High School. This 
computer is on loan to the student, and must be used in accordance with the following Policies and 
Procedures, the District’s Acceptable Use Policy, and any applicable laws. Use of this computer, as 
well as access to the computer network, the Internet and email are a privilege and not a right. These 
items are provided for educational purposes only, and are intended to support the learning objectives 
of Hicksville High School. 

Rules of School Network and School Computer Use 
✦ Students may only access their computer or network by using their assigned network account/

password. Use of another person’s account/password is prohibited. Students may not allow other 
students to use their account/password. Students may not go beyond their authorized access. 

✦ Students are responsible for their behavior and communication on the computer/network. Students 
may not use the network or school property to engage in transmission, receiving or possession of 
obscene materials or pornography of any kind. Students may not send or receive emails that 
contain inappropriate or obscene comments, suggestions, or language. 

✦ Students may not intentionally seek information or modify files, data, or passwords belonging to 
other uses, or misrepresent other users on the computer/network. 

✦ Students may not use the network or school property to engage in illegal activities such as software 
pirating, peer-to-peer file sharing (ex: Frostwire, Bit Torents, etc.) and/or intellectual property 
violations (ex: music, videos, books, television shows, movies, etc. which are under copyright). Only 
public domain software may be installed on school property with the consent of the principal and 
director of technology. 

✦ All communications accessible on the internet should be assumed to be private property (ex: copy 
written or trademarked). All copyright issues regarding software, information, and authorship must 
be respected. Rules against cheating  and plagiarism will be enforced. 

✦ Students may not use the network or school property to engage in “hacking”. Malicious use of the 
network or school property to develop programs or infiltrate a computer or computer system and/or 
damage the software components of a computing system is prohibited. Students may not use the 
network or school property to disrupt its use by others. Students may not bypass or attempt to 
bypass the district’s technology protection measures. Students must immediately notify a teacher, 
the principal, or the director of technology if they identify a possible security problem. Students 
should not go looking for security problems because this may be construed as an unlawful attempt 
to gain access. 

✦ Transmission of any material in violation of any state, federal law, or regulation or board policy is 
prohibited. 

✦ Any use of the network or school property for commercial purposes is prohibited.  
✦ Use of the network or school property to engage in cyberbullying is prohibited. Cyberbullying 

involves the use of information and communication technologies to support deliberate, repeated, 
and hostile behavior by an individual or group that is intended to harm others.  

✦ While on the school network, use of chat clients, social networking sites, and web-based email are 
prohibited.  

✦ Privacy in communications over the internet and the school network is not guaranteed. In order to 
verify compliance with this rule, the school reserves the right to inspect any directories, files, and/or 
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messages residing on or sent using the school network or property.  
✦ Students and parents will indemnify and hold the harmless the district from any financial losses or 

legal ramification sustained due to misuse of the network or school property by the students. 
✦ Use of non-educational games, videos, movies, or games/videos/movies not assigned by a teacher 

while on the network or using school property is prohibited.  
✦ When using the network or school computers, students must follow the directions of school 

teachers/staff and adhere to school policies. 

Using the Computer at Home 
♣ Students must have the written permission of their parent or guardian before they will be allowed to 

take their computer home 
♣ When at home, the computer should always be used under adult supervision in a common family 

location (i.e., kitchen, living room, dining room). 
♣ If the computer is lost or stolen, a parent or guardian should immediately report the loss or theft to 

the Hicksville High School staff. A police report must be filed and the report number must be given 
to the school before a replacement machine will be issued. 

♣ If the computer is damaged or not working properly, it must be turned in to the District Technology 
staff for repair or replacement. Parents or guardian are not authorized to attempt repairs 
themselves or contract with any other individual or business for the repair of the laptop. 

♣ Students are responsible for recharging the laptop at home on a daily basis 

Using the Computer for Internet and Email 

♠ Hicksville High School does not have control over information found on the Internet. While every 
attempt is make to block access from inappropriate material while the student is at school, the 
student may be able to access inappropriate material while on their home network. It is the parent 
or guardian’s responsibility to supervise the information that a student is accessing from the Internet 
while at home. 

♠ Students should never share personal information about themselves or others while using the 
Internet or email. This includes a student’s name, age, address, phone number, or school name. 

♠ Parents/guardians and students are required to read and agree to the District’s Acceptable Use 
Policy prior to receiving Internet and email access. 

♠ Students should be aware that Internet access and email, and other media that are accessed, 
created, or stored on their computers are the sole property of the District. The District has the right 
to review these items for appropriateness, and to limit or revoke a student’s access to them at any 
time, and for any reason. 

General Use and Care of the Computer 
♥ When transporting their laptop to and from school, students should always be sure it is placed in a 

carrying case, and the case is fully closed.  
♥ Students are expected to treat their laptop with care and respect. The computer is the property of 

Hicksville High School, and should be kept clean and free of marks at all times. Placing stickers, 
writing or drawing on, engraving or otherwise defacing the laptop is not allowed and will result in 
loss of privileges. 

♥ Students are encouraged to help each other in learning to operate their computer. However, such 
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help should be provided with voices and not hands. Students should operate their own computer at 
all times. 

♥ Any inappropriate or careless use of a computer should be reported to a teacher or other staff 
member immediately. 

♥ Students should not use their laptop while walking. Laptops should only be used while they are on a 
flat, stable surface such as a table. Laptops can be fragile, and if they are dropped they may break. 

♥ Students should protect their laptop from extreme heat or cold. Laptops should never be left in a 
car, even if the car is locked. 

♥ Computers should be protected from the weather, water, liquids, food, and pets. Students should 
never eat or drink while using their laptop, or use their laptop near others who are eating and 
drinking. 

♥ Heavy objects should never be placed or stacked on top of your laptop. This includes books, 
musical instruments, sports equipment, etc. 

♥ Students should use care when plugging in their power cord and when using their CD ROM drive. 
♥ Computers should ever be placed in their carrying case while they are turned on. The computer 

should either be turned off or in “sleep” mode. In addition, computers should not be placed on or 
under soft items such as pillows, chairs or sofa cushions, or blankets. This will cause the computer 
to overheat, and will result in damage to the computer. 

Consequences of Inappropriate Use 
The use of any district technology is a privilege and not a right. Students are expected to use their 
computer in accordance with these Policies and Procedures, and District Acceptable Use Policy and 
any applicable laws. Failure to use this computer in an appropriate manner will result in the following 
consequences, as determined by the staff and administration of Middle School and the Hicksville 
High School. 
♣ Cancellation of student use and/or access privileges, including the privilege of taking the computer 

home. 
♦ Suspension from school. 
♠ Expulsion from school. 
♥ Civil or criminal liability under applicable laws. 

Cost of Loss or Damage 
Students will be given the option of participating in the Computer Protection Fund for any accidental 
damage or loss that may occur with the MacBook Air . This agreement covers the computer loaned to 
the student against all damage or loss over $200.00. A $200 deductible is charged for each 
incident involving repair or replacement over $200. Accessories and damages valued at less the 
$200.00 are not covered. Coverage is 24 hours per day. 

FAQs 
What do I do when my MacBook Air  need service? 
Bring the computer to the Technology Office in the Media Center. Please get permission from your 
teacher before coming to the Technology Office. 
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How long will it take to fix? 
Every attempt to troubleshoot and repair the MacBook Air  will be made in a timely manner. Some 
repairs may require sending the MacBook Air  to Apple. 

If a computer is sent to Apple, how long will I be without it? 
Typically, the repair process will take 2-5 days. 

Will I get a replacement computer while my computer is being repaired? 
There are a limited number of spare computers. Spare computers will be signed out to students 
whose computers are being repaired by Apple. Spares will not be provided to students who lose, 
misplace, or forget their laptop. 

Will I lose my files? 
During the course of the repair files may be erased. It is important that students back up important 
data on a regular basis. If possible, files should be backed up before turning in the computer for 
repair. 

Who will back up my files? 
Every student is responsible for backing up his/her files. Students can back up files to the server or to 
a Flash Drive. It is recommended that important files be archived to Flash Drive so the student will be 
able to access those files in the future when they may no longer have access to the school owned 
computer. Students will be given 30 gigabyte of storage space on the school server in which to 
backup their documents. 

What about internet usage at home? 
Internet and filtering will be provided when the MacBook Air  is used on the Hicksville campus and 
while at home. While at home, the filter will be in effect for adult websites and peer-to-peer website. 
After 11 PM during the week, social networking websites will be filtered as well. Students need to be 
well rested for school so the temptation of staying up late while on social networking sites will not be a 
factor for lack of sleep while using a school owned computer. 

Privacy 
Hicksville High School retains control, custody and supervision of all MacBook Air s, networks, and 
Internet services owned or leased by Hicksville High School. Hicksville High School reserves the right 
to monitor all activity by students. No expectation of privacy in their use of school computers including 
e-mail, stored files or Internet sites visited should be assumed by the student-users. 

All users need to be aware Hicksville High School has the ability to monitor Internet usage. Using 
computers to visit sites that are inappropriate under our Code of Conduct and that do not meet the 
educational purposes of the program may result in revocation of privileges. Authorized members of 
our Technology Department may periodically review material stored on the hard drives. Never put 
anything in an e-mail or on a hard drive that would be embarrassing, inappropriate or illegal. The 
Hicksville High School Code of Conduct is in effect and applies to students
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