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RICEVILLE COMMUNITY SCHOOL DISTRICT 

 
STANDARDS FOR LAPTOP COMPUTER CARE 

 
Students are expected to follow all the specific guidelines listed in this document and take any 
additional common sense precautions to protect the computer assigned to you. Loss or damage 
resulting from failure to abide by the details below may result in full-financial responsibility. 
  

1. General Care 
• Treat this equipment with as much care as if it were your own property. 
• Do not attempt to remove or change the physical structure of the computer, 

including but not limited to the keys, screen cover or plastic casing. If these 
actions are taken, families will be responsible for the cost of repair or 
replacement. 

• Do not remove or interfere with the serial number or any identification 
placed on the computer. 

• Keep the equipment clean. For example, do not eat or drink while using the 
computer. 

• Do not so anything to the computer that will permanently alter it in any way. 
• Back up your data. Never consider any electronic information safe when 

stored only one device. 
• Do not put stickers or use any type of markers on the computer. 
• Do not charge the computer while it is in the bag. Ensure the computer has 

air circulation while charging. 
• Close the lid of the computer when it is not in use, in order to save battery 

life and protect the screen. 
• Do not walk from one location to another with an open computer. This is 

applicable at school and at home. 
• Anything on the desktop will not be saved or be retrieved if there are system 

issues. It is recommended to use a Flash Drive to backup information. 
 

2. Keep the Computer in a Safe Place 
• The computer bag, with the computer and other equipment, must be stored 

in a safe place. A locker, when locked is considered a safe place. Do not leave 
the computer on the floor where it might be stepped on or within reach of 
small children or pets. Do not leave it in a car or anywhere it might be 
exposed to extreme temperatures. 
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• Laptops left in bags in unattended classrooms or other areas are considered 
“unattended” and will be confiscated by faculty or staff as a protection 
against theft. If confiscated, the student will receive a warning before getting 
the laptop back. If the laptop is confiscated a second time, the student may 
be required to get a parent signature acknowledging financial responsibility 
before getting the laptop back, along with other potential appropriate 
consequences. Unattended and unlocked equipment, if stolen-including at 
school-will be the student’s responsibility. 

• If on an athletic team, never leave computers in school vans, in the gym, in a 
locker room, on playing field, or in other areas where it could be damaged or 
stolen. 

• Avoid storing the computer in a car other than in a locked trunk. The locked 
truck of a car would be an acceptable storage place as long as it is not 
excessively hot or cold. 

 
3. Computer Bags 

• Each student will be given a computer bag that they are required to use to carry 
their computer in during the school day and outside of school. This is the only 
bag that is approved for the computer to be placed in. It is specially designed for 
the computer that students are using. It is important to keep the bag clean, and 
take time to remove any items like paper clips that can scratch the exterior of 
the computer. Static electricity may develop in the bag during cold, dry winter 
months, and a simple solution to reduce this problem and to keep the computer 
bag smelling fresher is to put a dryer sheet in the bag. 

 
4. Keep the Computer Away from ALL Liquid 
• Exposure to liquids will severely damage a laptop and will result in large repair 

costs. Keep all food and liquid away from the laptop. Open cans of pop and cups 
of coffee (even those with lids) are especially dangerous. Do not put a bottle of 
water/pop/etc. in your backpack with the laptop-even if it is sealed. 

 
5. Computer Problems 
• It is a student’s responsibility to maintain a 100% working computer at all times. 
• If the student’s computer is not working properly the student needs to first talk 

to the teacher in the class to determine if some minor troubleshooting will take 
care of the problem. If the problem still exists, contact the district help desk. If 
the computer cannot be fixed immediately, the student will be issued a different 
computer to use on a temporary basis. 
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• Do not attempt to remove or change the physical structure of the computer, 

including keys, screen cover or plastic casing. Doing so will void the warranty, 
and the student/family will be responsible for the costs of repair or replacement. 

 
6. Only One User 
• Do not allow anyone else to use your computer you have been assigned. Loss or 

damage when anyone else is using it will be your responsibility. 
 
7. Cleaning the Computer 

• Use a soft, dry, lint-free cloth in most cases when cleaning the computer. If 
necessary, the cloth may be dampened slightly to assist in the cleaning areas 
that do not appear to be coming clean with the dry cloth. Computer screens 
show fingerprints and smudges easily. Be sure to follow cleaning procedures to 
keep the screen looking new. 

 
8. Shutting Down the Computer 

• Shut down the computer when it will not be used for an extended duration. 
• Putting the computer to sleep and not using it for several days can drain the 

battery to a point where it may no longer accept a charge. 
 
9. Closing the Computer 

• When you put the computer “to sleep” by closing the disply screen the drive 
continues to spin briefly while saving data. Moving the computer abruptly 
before the computer is shut down may damage the hard drive and cause 
data loss. 

• The computer lid/screen needs to be completely closed when moving it from 
one point to another. 

 
10. Carrying the Computer 

• Always completely close the lid and wait for the computer to enter sleep 
mode before moving it, even for short distances. Movement while the 
computer is on can result in permanent damage to the hard-drive and 
therefore the loss of all data. Sleep mode is sufficient. 

• Always store the computer in the laptop bag. 
• Bring the provided laptop bag to classes and use the laptop bag whenever 

transporting.          (Note: Do not store anything (e.g., cords, papers, or disks) 
in the area within the case designed for the computer other than the 
computer itself.) 
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• It is recommended that you carry the laptop bag to and from school inside 
your normal school pack. The “vertical sleeve” style laptop case was chosen 
expressly for this purpose. Simply slide the computer in and out while leaving 
the case within the school pack. Do not overstuff your pack-extreme 
pressure on the laptop can cause permanent damage to the screen and other 
components. No books should be placed on the laptop. 

 
11. Personal Health and Safety 

• Avoid extended use of the computer resting directly on your lap. The bottom 
of the laptop can generate significant heat and therefore cause temporary or 
permanent injury. Use a barrier-such as a book or devices made specifically 
for this purpose-when working on your lap. Also, avoid lap-based computing 
while connected to the power adapter as this will significantly increase heat 
production. 

• Avoid lengthy use involving repetitive tasks (such as typing and use of the 
track-pad). Take frequent breaks as well as alter your physical position 
(typing while standing, sitting, leaning, etc.) to minimize discomfort. If 
possible, set up a workstation at home with an external keyboard and mouse 
that allows you to situate at eye-level and the keyboard at lap-level. 
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