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Preface 
Beginning with the 2018-2019 school year, the terms “DLE” and “DLE devices” will be replaced by 
“student laptops” and/or “laptops” when describing or referencing the laptop technology being used by 
students in Richland One.  This is part of the effort to move discussion and practice away from the 
original DLE Project (which was designed to “provide” student technology) and forward to the “use” of 
student technology in all appropriate teaching and learning activities (which is the purpose of 
providing student technology).  The terms “DLE,” “DLE devices,” and “Digital Learning Environment” 
(with uppercase letters) will not be used beginning with the 2018-2019 school year. 
 
Introduction 
During Spring and Summer 2018, the Richland County School District One Superintendent and his 
Executive Team have had discussions about management of student laptops for the 2018-2019 
school year.  Those discussions were focused on the following perspectives: 
 

 The use of student laptops as teaching and learning tools (instead of a technology project);  
 

 The availability of student laptops for anywhere, anytime access to teaching and learning 
resources; and 
 

 The expectation that student will have their charged laptops at school every day because 
teachers will plan compelling learning activities that require those laptops every day. 

 
Student Laptop Implementation for 2018-2019 
For 2018-2019, student laptops will be distributed to students as follows: 
 

 Student laptops will be distributed to all students in grades 3 through 12 as in previous years;  
 

 All students in grades 3 through 12 across the District will take student laptops home daily; 
 

 Richland One students who are attending any of the following programs must receive their 
laptops from their home schools (not from the program site): 

o Evening school program 
o Alternative school program (Olympia) 
o Heyward CATE Center programs 
o Excel program 
o Hall Institute program 
o Virtual school program 
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o Other academic programs 
 

 Students are expected to have their laptops with them every day and those laptops will be 
used for appropriate teaching and learning activities every day; 
 

 During the first semester of the 2018-2019 school year, EDs, principals, teaching and learning 
leaders, and other instructional staff will monitor the use of student laptops in classrooms at 
each school; 
 
 

 At the end of the first semester, the Superintendent and his Executive Team will review the 
monitoring reports and will have discussions with school leaders about the use of those 
laptops and possible changes to the implementation process; and 
 

 Professional development for teachers will be planned and delivered with the expectation of 
improvement in the appropriate use of student laptops in teaching and learning activities. 

 
Considerations for the 2018-2019 DLE Implementation 
In making the decision to distribute and use student laptops as described above, the Superintendent 
and his Executive Team considered the following factors: 
 

 Student laptops are about teaching and learning;  
 

 The District has invested in new replacement laptops for students in grades 3, 6, and 9, and for 
20% of teachers;  
 

 There will be a significant increase in the number of “loaner” laptops available for students 
whose devices need service or repair; 
 

 The District has developed professional development activities and resources for all teachers, 
learning leaders, and administrators to support the blending of student laptops and online 
resources into teaching and learning activities;  
 

 The District is supporting the appropriate use of digital learning resources (including student 
and teacher laptops, interactive white boards and panels, and others) in daily learning activities 
at school and away from school; 
 

 The District has provided new digital resources (including security applications, OneDrive and 
Outlook email accounts for students, and others) on each student laptop to support the 
appropriate use of those laptops in controlled and safe teaching and learning environments in 
the classroom and away from school; 
 

 The District has the expectation that teachers and students will have their laptops every day for 
all appropriate teaching and learning activities in classrooms and away from school; and 
 

 The District will provide the appropriate supports for teachers during the entire 2018-2019 
school year. 
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 The District is not providing backpacks for students. 
 
Conclusion and Summary 
Richland County School District One has invested significantly in the providing student laptops, which 
are to be used to access online digital resources for all appropriate teaching and learning activities.  
All District employees are expected to master those digital learning resources as part of their 
employment responsibilities. 
 
The use of the student laptops, integrated with other digital resources (both hardware and software 
applications) and blended with learning standards, curriculum objectives, and learning activities, is a 
significant component of professional success for all faculty and staff.  Digital literacy and 
competence are professional expectations for all faculty and staff.  
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Student Laptops 
Laptop Categories 

August 1, 2018 

 
When planning for the distribution of student laptops at the beginning of the 2018-2019 school year, each 
school should be aware of the different categories of student laptops and the intended use of the laptops in 
each of those categories.  There are five specific categories of student laptops and those categories must be 
stored in separate collections in each school’s laptop room (formerly known as the DLE room): 
 

1. All student laptops used as loaners in 2017-2018 should be sorted separately at each school.  These 
devices will be returned to Dell (as going out of warranty in October 2018).  Label this category “Out of 
Use.” 

2. Laptops assigned to students in 2017-2018 in grades 4, 7, 10, and 11.  These laptops will be used by 
the same students in 2018-2019 in grades 5, 8, 11, and 12.  The warranties on these laptops will be 
extended beyond October 2018.  Label this category “Last Year of Use.” 

3. Laptops assigned to students in 2017-2018 in grades 3, 6, and 9.  These laptops will be used by the 
same students in 2018-2019 in grades 4, 7, and 10.  These laptops are under full warranty for 2018-
2019.  Label this category “Second Year of Use.” 

4. Laptops assigned to students in 2017-2018 in grades 5, 8, and 12.  These laptops should be sorted 
separately at each school and student name tags should be removed.  These laptops will be used as 
loaners in the schools where these laptops were collected.  Warranties will not be extended on any of 
these devices.  Label this category “2018-2019 Loaners.” 

5. New laptops are being purchased for 2018-2019 grades 3, 6, and 9.  These devices will be distributed 
to students at the start of the new school year as soon as the vendor delivers those to schools.  This 
category will be referred to as “First Year of Use” laptops.   

 
For the 2018-2019 school year, the vendor for the “First Year of Use” laptops has already informed the 
District that the laptops will be delivered by the end of September 2018.  Because some of those 
laptops will not be available at the start of the school year, schools should plan to use their “2018-2019 
Loaners” in grades 3, 6, and 9 until the new laptops are available. 
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Student Laptops  
Distribution Logistics 

2018-2019 
August 1, 2018 

 
Schools may develop and implement a student laptop distribution process that meets their needs.  Such 
processes must result in the distribution of student laptops in compliance with the District’s policies, practices, 
goals, and expectations.  The following information is provided to guide school administrators and other staff in 
distributing student laptops efficiently and timely. 
 
To distribute student laptops, the process at each school must be staged efficiently.  The following is a 
strategy to plan for and stage the distribution process at each school: 
 

A. Basic Assumptions and Information 
1. All student laptops will be distributed to students; those students are to take their laptops home and 

to bring those with them to class every day.  Schools do not have the option to hold student 
laptops at school. 
 

2. Deployment of student laptops is a school function, beginning Monday, August 20, 2018, and 
completing by Friday, September 7, 2018.  All student laptops should be distributed to students by 
the end of the school day, Friday, September 7, 2018. 
 

3. Deployment of the student laptops will involve each school’s student laptop manager (an 
administrator at the school) and each school’s library media specialist.  IT technicians will be 
on call in case of hardware problems.  Individual classroom teachers may assist in the distribution 
process as it takes place in the library media center. 
 

4. Student laptops distributed the previous year are to be distributed to the same students who 
had those laptops the previous year.  That means that student IDs are to be matched to specific 
laptop serial numbers for deployment this year.  (Note that this is a requirement of Property 
Accounting and is subject to external audit.)  Each laptop currently in secure storage at the school 
should have the name of the student attached to the laptop to help with distribution. 
 

5. New student laptops will be distributed only to students in grades 3, 6, and 9.  New students 
in other grade levels will receive laptops that match the laptops used by other students in those 
grade levels. 
 

6. Student laptops are currently in secure storage at each school.  Storage is in or near the 
school library media center, which is to serve as the distribution staging area in each school. 
 

7. Students’ parents must have submitted a signed consent form in order for the students to take 
home overnight their student laptops.  Students must also sign the student pledge form. 
 

8. Students who have not paid the laptop fees will be issued their laptops and the parents will 
receive a debt slip for the current fee plus any outstanding fees from previous years. 

 
B. Pre-Distribution Logistics and Planning 

1. The school must count the number of student laptops to be distributed AND THE NUMBER OF 
AVAILABLE CHARGERS in the laptop room – AND then order, from the warehouse, a sufficient 
number of chargers to match the number of student laptops to be distributed.  (The school 
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MUST NOT take chargers from “loaners” or from new student laptops to replace lost chargers.)  
The school is responsible for paying for chargers lost by students when those chargers are 
ordered from the warehouse; the school is also responsible for recouping the cost of such 
chargers by collecting that cost from the student and/or the parent. 
 

2. Consent forms should be collected at the school by each student laptop manager prior to or on 
August 20, 2018.  Those consent forms should be sorted and stacked alphabetically to ensure 
ease of location when distribution begins at the school. 
 

3. Before distribution begins August 20, 2018, the student laptop manager at each school MUST 
ensure that the laptops are stored alphabetically by student name so each can be found when 
each student is scheduled to receive his/her laptop.  This is ESSENTIAL to the efficiency of the 
distribution process.  (If time must be spent looking for specific laptops between distribution 
sessions, the distribution times will be significantly longer.) 
 

4. Tables should be arranged in the school library media center to allow students to access their 
laptops, to sit down at those laptops, and to log into their laptops.   
 

5. Prior to students’ being brought into the staging area (the school library media center), the student 
laptop manager, the library media specialist, and other school staff (as needed) should bring 
the appropriate student laptops into the staging area and set those up for student access.   
 

6. Other items, such as power cords, bags, cases, printed instructions, and other items should 
be placed at each student space, as well.   
 

7. All student laptops must be fully charged or plugged into an active electrical outlet.  Schools may 
use the large outlet strips stored in the laptop rooms in order to provide active electrical 
connections.  Those outlet strips must be secured in the laptop rooms after each day’s distribution 
activities. 
 

8. All devices must connect to the wireless network (RCSD1) in order for students to log in. 
 

9. Before students are brought into the staging area (the school library media center) for each 
distribution session, the school student laptop manager, the library media specialist, and other 
school staff involved in the distribution must have printed lists or rosters of the students in the 
coming session. 
 

10. Following each distribution session, the student laptops manager, the library media specialist, and 
other school staff involved in the distribution should go back to Step 5 above and repeat for each 
student group. 
 

C. Distributing Laptops to Students 
1. As students enter the staging area, they should be instructed to go to the student laptop with 

their names.  They should be seated and wait for instructions from the student laptop manager (or 
the designated member of the distribution team). 
 

2. Each student must have or be given her/his userID and password, which can be provided by the 
school’s laptop distribution team.  Without the userID and password, the student cannot complete 
the distribution process. 
 

3. Students should be instructed as follows: 
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a. Listen to the instructions; failure to do things as instructed can result in the computer not 
working properly. 
 

b. Open and turn on the laptops. 
 

c. At the login screen, type the userID and password and login.  If required, at that time, create a 
new password. 
 

d. Complete login, and wait for the student profile to be created on the device. 
 

e. Wait for further instructions while the student laptop manager, the library media specialist, and 
other staff check the status of all laptops and place a check mark beside each student’s 
list/roster name to indicate successful login and profile creation. 
 

f. Wait for further instructions while the student laptops manager, the library media specialist, and 
other staff check the status of all laptops and place a second check mark beside each 
student’s list/roster name to indicate successful access to the computer. 
 

4. If any step in the process fails for a student, the student laptops manager is to obtain a “loaner” 
device for that student.  The serial number of the device that failed and the substitute device must 
be written on the student list or roster beside the student’s name (this is a Property Accounting 
requirement).  The student process should be completed for that student at that time. 
 

5. When all student laptops have completed their login, the laptops will be checked out by 
scanning each student’s ID number and the appropriate barcodes on the laptops into the 
Destiny Resource Manager.  (This is a Property Accounting requirement.)  This process will 
require the school library media specialist or a library media center assistant, depending on who 
has access to the Destiny Resource Manager. 
 

6. The student laptops manager, the library media specialist, and other school staff involved in the 
distribution will collect the laptops from students who do not have parent consent forms. 
 

7. The students in that session should then return to their classes with their laptops. 
 

8. The student laptops manager, the library media specialist, and other school staff involved in the 
distribution should then go back to Step B-5 (above) and prepare for the next distribution 
session.  This process continues until all student laptops are distributed. 
 

Distribution of student laptops should be completed by the end of the day, Friday, September 7, 2018.  All 
students in grades 3 through 12 are to take their laptops home and to bring those back to class every 
day.  Schools do not have the option to hold student laptops at school instead of distributing those laptops 
to students.  Student laptops cannot be kept at schools in classroom sets. 
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Student Laptops 
Student Responsibility and Accountability for Having Laptops at School 

August 1, 2018 

 

Requirements 
Students are required to have their charged laptops and chargers at school every day.  Learning 
activities will require use of the laptops every day.  Student laptops are required for student success 
in those learning activities every day. 
 
Students who habitually do not have their laptops with them in class will face consequences similar to 
those for not being prepared otherwise for class. 
 
Using the Student Laptop 

 Student laptops are intended for use at school every day. 

 Students are responsible for having their laptops in all classes every day, fully charged. 

 In addition to teacher expectations for laptop use, students may access school messages, 
announcements, calendars, and schedules using their laptops.  

 Laptops must be brought to school each day fully charged; students must charge their laptops 
at home each evening before school the next day. 

 
Laptops Left at Home 

 Students who leave their laptops at home are still responsible for completing their daily 
coursework. 

 

Home Internet Access 

 Students may establish Wi-Fi connections with their laptop outside of school. 

 Students can use their laptop wherever access is available. 
 

Caring for Student Laptops 
Students who abuse or misuse their laptops are subject to the consequences described in the student 
discipline code as specified for abuse or misuse of any other school property. 
 

 The laptop is District property.  

 All students will follow all specified guidelines and the Richland One Acceptable Use Policy 
when using their laptops. 

 Students are responsible for the general care of their laptops. 

 Students must immediately report to their teacher or library media specialist any damage to 
their laptops. 

 Students/parents/guardians must report stolen laptops to law enforcement and the school 
within 24 hours of discovering it missing. 
 

Costs for Replacing Laptops and Chargers (2018-2019) 
The following list includes the costs for replacing laptops and chargers: 
 

 Laptop:  $624.25 

 Charger:  $38.70  
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Note that any lost or irreparably damaged laptop (regardless of age or model) will cost this amount 
because this amount is what it will take to replace the lost/damaged laptop.  Replacement laptops can 
be purchased only as new. 
 
Conclusion 
Richland One provides each student in grades 3 through 12 with a laptop computer for use in all 
teaching and learning activities.  The student must have his/her charged laptop at school in all 
classes every day. 
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Student Laptops  
Service and Support Process 

2018-2019 
August 1, 2018 

 
Introduction 
When a student or staff member turns in a student laptop for service, support, or repair, there is an 
escalation process that must be followed so that the laptop can be returned to original user in a timely 
manner.  This document defines that process for all student laptop support team members, including 
(1) the user, (2) the library media specialist, (3) the student laptops manager, (4) the IT technician, 
and (5) the Laptop Depot Repair (LDR) staff. 
 
The Process 
Each school can determine its initial step of the student laptop service and support process, based on 
the school’s needs.  When a student or teacher has a laptop that is in need of service and support, 
he/she should take that laptop to the library media center based on whatever schedule has been 
established by the school. 
 
After that initial step, the following process is to be followed by each of the team members designated 
below: 
 

A. The Library Media Specialist (or her/his designee) 
1. If the laptop is physically damaged, do the following: 

a. Turn off the laptop (do not just close it). 
b. Keep the laptop and the charger (if available). 
c. Get the user ID from the user and issue a loaner (making sure the user can login). 
d. Create a School Dude ticket [see steps in the following section] for the damaged 

laptop. 
e. Print a copy of the School Dude ticket and attach it to the laptop. 
f. There is NO NEED to create a separate white sheet for each laptop; the ticket will 

contain the user ID. 
g. Place the damaged laptop in a designated space in the student laptop room. 

 
2. If the laptop is not physically damaged, do the following:  

a. Totally shut down the laptop (do not just re-start it). 
b. Using a charger, plug the laptop into an electrical outlet. 
c. Turn on the laptop. 
d. If the login screen is displayed, ask the user to login.  

1) If the login is successful, return the laptop to the user.  
2) If the login is not successful because the student does not remember her/his 

password, use the Password Reset Tool [see steps in the following section] to 
reset the user’s password, confirm a successful login by the user, and return the 
laptop to the user. 

3) If the login is not successful for another reason, get the user ID from the user, 
issue a loaner laptop (making sure the user can login), and create a School Dude 
ticket [see steps in the following section] 
i. Print a copy of the School Dude ticket and attach it to the laptop. 
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ii. There is NO NEED to create a separate white sheet for each laptop; the 
ticket will contain the user ID. 

iii. Place the damaged laptop in a designated space in the student laptop room. 
e. If the login screen does not display, do the following: 

1) Turn off the laptop (do not just close it). 
2) Keep the laptop and the charger (if available). 
3) Get the user ID from the user and issue a loaner laptop (making sure the user 

can login). 
4) Create a School Dude ticket [see steps in the following section] for the laptop. 
5) There is NO NEED to create a white sheet for each laptop; the ticket will contain 

the user ID. 
6) Place the damaged laptop in a designated space in the student laptop room. 

 
3. When notified by the IT technician that a laptop is ready to return to the user, do the 

following: 
a. Contact the user and arrange a pick-up time. 
b. Get the loaner laptop from the user and check it in. 
c. Return the serviced laptop to the user. 
d. Reset the user’s password [see steps in the following section]. 
e. Ensure the user can login and change her/his password. 

 
B. The IT Technician 

1. There will be no white sheet accompanying devices; user IDs will be included in the 
SchoolDude Help Desk ticket. 
 

2. If the device is physically damaged, do the following: 
a. Turn off the device. 
b. Get the asset number from the device. 
c. Place the laptop in the area for delivery to LDR. 
d. Update the Help Desk ticket [see steps in the following section] to send the laptop to 

LDR. 
e. Be sure that the laptop is delivered to LDR in a timely manner, following the 

established procedures. 
 

2. If the laptop is not physically damaged, do the following: 
a. Turn off the laptop and reboot it (do not just re-start it). 
b. Get the asset number from the laptop. 
c. Reimage the laptop.   
d. NOTE:  Do NOT send any laptop to LDR for reimaging. 
e. If the reimaging fails, do the following: 

1) Update the School Dude Help Desk ticket [see steps in the following section] to 
send to LDR.  

2) Place the laptop in the area for delivery to LDR.  
3) Ensure that the laptop is delivered to LDR in a timely manner. 

f. If the reimaging is successful, do the following: 
1) Place the laptop in the area to be returned to users. 
2) Update the School Dude Help Desk ticket [see steps in the following section]. 
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3) Notify the library media specialist that the laptop is ready to return to the user. 
 

3. Repeat the above steps for the next laptop. 
 

4. When laptops are ready for return from LDR, be sure those laptops are returned in a 
timely manner, following the established procedures. 
 

C. The LDR Staff 
1. NOTE:  No laptop should be sent to LDR unless: 

a. The laptop is physically damaged. 
b. Reimaging has failed and the School Dude Help Desk ticket has been updated to 

state that. 
c. No other options are available to the IT technician with regard to service of the 

laptop. 
 

2. If the laptop is physically damaged, do the following: 
a. Determine if the laptop is to be repaired or replaced. 
b. Order the needed parts or the required replacement laptop. 
c. Make timely repairs, as needed. 
d. Be sure that the laptop is repaired or replaced in a timely manner. 
e. Update the School Dude Help Desk ticket [see steps in the following section] to 

notify the IT technician. 
f. Be sure that laptops are returned to IT technicians, following established 

procedures. 
 

3. If the laptop is not physically damaged, do the following: 
a. Turn off the laptop and reboot it (do not just re-start it). 
b. Get the asset number from the laptop. 
c. Diagnose the issues and determine if the laptop is to be repaired or replaced.  
d. Order the needed parts or the required replacement laptop. 
e. Make timely repairs, as needed. 
f. Be sure that the laptop is repaired or replaced in a timely manner. 
g. Update the School Dude Help Desk ticket [see steps in the following section] to 

notify the IT technician. 
h. Be sure that laptops are returned to IT technicians, following established 

procedures. 

 

Please note that “loaner” laptops are temporary for student use.  When the student’s original laptop 

has been repaired and returned, the original must be returned to the student and the loaner must be 

returned to its loaner status.  (This is a Property Accounting requirement.) 
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Student Laptops  
Maintenance and Support 

Service Processes 
August 1, 2018 

 

Instructions for the Password Reset Tool 
 

1. Any teacher, administrator, or library media specialist can login to any computer. 
2. Click “Start” (lower left end of Task Bar) and select “All Programs.” 
3. Open the folder titled “Teachers Menu.” 
4. Open the folder titled “Maintenance.” 
5. Double-click “Student Password Reset Tool.” 
6. Enter the student’s user ID (which is usually the last 8 characters of his/her ID). 
7. Click OK. 
8. The student’s password will be reset to a default password known to school administrators, 

library media specialists, and teachers. 
9. Wait a few minutes for the reset password to be moved through the network. 

10. Confirm that the student can login. 
11. Please note:  This process can be done also by any teacher or administrator as well as by the 

library media specialist. 
 
Instructions for Creating a SchoolDude Help Desk Ticket 
 

1. Access SchoolDude (there is a link on the District’s home page). 
2. Choose Help Desk from the dropdown list on the login screen. 
3. Login to SchoolDude. 
4. Enter the ticket information, including the user’s ID in the problem description box. 
5. Notify the next person responsible for moving the laptop through the process. 

 
Instructions for Updating a SchoolDude Help Desk Ticket 
 

1. Access SchoolDude (there is a link on the District’s home page). 
2. Choose Help Desk from the dropdown list on the login screen. 
3. Login to SchoolDude. 
4. Search for the ticket using the asset tag number or other appropriate search criterion. 
5. Update the ticket information to reflect the latest action involving the laptop – reimaging 

(successful or failed), replacement laptop, replacement parts, reconfiguration, etc. 
6. Notify the next person responsible for moving the laptop through the process. 
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Student Laptops 
Online State and Local Testing 

August 1, 2018 

 
Introduction 
Many of the state-mandated tests will be administered online in 2018-2019 and beyond.  Those include the 
high school end-of-course tests, college readiness tests, state tests in reading, writing, mathematics, science, 
and social studies, as well as others.  In addition, some local testing will be administered online, including 
universal screeners, diagnostic tests, and others. 
 
During online state testing and online local assessments, students will be required to have their laptops and 
chargers at school. 
 
Implementation 
In preparation for online testing, schools may implement whatever procedures deemed necessary to ensure 
that student laptops will be available and charged for testing.  Those procedures may include requiring 
students to leave their laptops and chargers at school (in designated classrooms) during the period in which 
online testing is to take place. 
 
That period for keeping student laptops at school should not begin more than five days before the first 
scheduled online test and should not extend more than two days beyond the last day of scheduled online 
testing. 
 
Schools may use other strategies to ensure successful online testing; however, it is expected that student 
laptops remain in each student’s possession outside the online testing windows. 
 
Conclusion 
Online testing is a significant event in all Richland One schools.  Student laptops are to be used for all online 
testing.  To ensure the success of online testing, schools may collect and keep student laptops at school 
during the online texting window, as described above. 
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Student Laptops 
Device Categories for Summer Collection, Storage, and Maintenance 

August 1, 2018 

 
When planning for the collection and storage of student laptops at the end of the 2018-2019 school year, each 
school should be aware of the different categories of student laptops and the intended storage and 
maintenance of the laptops in each of those categories.  There are five specific categories of student laptops 
and those categories must be stored in separate collections in each school’s laptop room (formerly known as 
the DLE room): 
 

1. All student laptops used as loaners in 2018-2019 should be sorted separately at each school.  These 
devices will be returned to Dell (as going out of warranty in October 2019).  Label this category “Out of 
Use.” 

2. Laptops assigned to students in 2018-2019 in grades 4, 7, 10, and 11.  These laptops will be used by 
the same students in 2019-2020 in grades 5, 8, 11, and 12.  The warranties on these laptops will be 
extended beyond October 2020.  Label this category “Last Year of Use.” 

3. Laptops assigned to students in 2018-2019 in grades 3, 6, and 9.  These laptops will be used by the 
same students in 2019-2020 in grades 4, 7, and 10.  These laptops are under full warranty for 2019-
2020.  Label this category “Second Year of Use.” 

4. Laptops assigned to students in 2018-2019 in grades 5, 8, and 12.  These laptops should be sorted 
separately at each school and student name tags should be removed.  These laptops will be used as 
loaners for 2019-2020 in the schools where these laptops were collected.  Warranties will not be 
extended on any of these devices.  Label this category “2019-2020 Loaners.” 

5. New laptops will be purchased for 2019-2020 grades 3, 6, and 9.  These laptops will be distributed to 
students at the start of the new school year as soon as the vendor delivers those to schools.  This 
category will be referred to as “First Year of Use” laptops.   

 
If there is a delay in vendor delivery of the “First Year of Use” laptops at the start of the 2019-2020 
school year,  schools should plan to use their “2019-2020 Loaners” in grades 3, 6, and 9 until the new 
laptops are available. 
  



Page 16 

 

 
  www.richlandone.org 

Student Laptops 
End-of-School-Year Collection Logistics 

2018-209 
August 1, 2018 

Revised 5/20/2019 

 
Overview 
The end-of-year collection of student laptops must be done in a short period of time between the end of state-
mandated online testing and the last day of the school year for students.  Planning for the collection of student 
laptops must include the following important considerations: 
 

1. All student laptops (and the accompanying chargers) must be checked in from each student through 
the Destiny Resource Manager (this is a requirement of Property Accounting). 
 

2. All student laptops (and the accompanying chargers) must be stored BY CATEGORY (see the above 
section) in the student laptops room (formerly known as the DLE room). 
 

3. Students who do not return their student laptops must be identified by the school and their parents must 
be contacted by the school within a week of the last day of the school year. 

 
4. Some students may need laptops for District-sponsored summer programs.  (For high school 

students only:  Laptops may be kept until completion of credit recovery and/or credit accrual 
courses in the summer.)   

 
5. Some students may need laptops to complete academic requirements.  (For high school IB students 

only:  Laptops may be kept until completion of IB course requirements; however, laptops must 
be turned in no later than August 1, 2019, for re-imaging.) 

 
Collecting Student Laptops at the End of the School year 
Please note the following as you begin the end-of-year student laptop collection:  
 

1. Student laptops can be used for instructional purposes and testing through the last day of the school 
year; however, all student laptops must be collected, inventoried, categorized, and securely stored 
before students leave the last day of school, with the exceptions as noted above. 
 

2. It is important to plan for the collection of student laptops so that no laptops are outstanding before the 
end of the last day of the school year; so it’s reasonable to start collecting student laptops before the 
last day of school. 
 

3. Each school can decide when to begin collecting student laptops following the completion of all online 
testing.  
 

4. Notifications should be sent to parents and students about the laptop collection schedule.  The 
notification should state the date(s) and should indicate that (a) the laptop and (b) the charger must be 
turned in.  The notification can also state the amounts that will be charged (for the laptop and the 
charger) to the parents if those are not returned. 
 

5. The school can establish the process that meets its need the best for collecting student laptops; 
however, the process must result in full accounting for all student laptops within ten days of the last day 
of school for students, as described below: 
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a. All student laptops (and the accompanying chargers) must be checked in from each student 
through the Destiny Resource Manager (this is a requirement of Property Accounting). 
 

b. All student laptops (and the accompanying chargers) must be stored BY CATEGORY (see the 
above section) in the student laptops room (formerly known as the DLE room). 
 

c. Students who do not return their student laptops must be identified by the school and their 
parents must be contacted by the school within a week of the last day of the school year. 

i. If the parent returns the student laptop five days of the school contact, the laptop must 
be checked in through the Destiny Resource Manager and stored in the right category in 
the student laptops room. 

ii. If the parent does not return the student laptop within five days of the school contact, the 
school will issue a debt slip for the full cost of replacement of the student computer.  The 
debt will be entered into the Student Information System (PowerSchool) so the debt will 
remain in the student record through graduation. 
 

d. Some students may need laptops for District-sponsored summer programs.   
i. Those students must turn in their regular laptop. 
ii. The District-sponsored summer program will check out a laptop to that student from the 

“Out of Use” category of laptops stored at the school where the summer program is 
taking place. 

iii. Note:  District-owned student laptops will not be available to summer programs that are 
not District-sponsored (i.e., summer activities sponsored by churches, businesses, 
contractors, non-profit organizations, etc.; such programs must provide their own 
technology). 
 

e. Some students may need laptops to complete academic requirements. 
i. Some high school students may need their laptops for summer school credit recovery, 

content recovery, or new credit courses. 
1. These students must turn in their laptops before the end of the school year at 

their home schools. 
2. These students may check out their laptops at their home schools before their 

summer school program starts. 
3. These student must return their laptops to their home schools by the end of the 

day of the last day of summer school. 
ii. Some high school students may need their laptops for completion of IB program 

requirements. 
1. These students may keep their laptops until July 15, 2019. 
2. At that time, those laptops must be turned in at the home schools so those 

laptops can be re-imaged in preparation for the 2019-2020 school year. 
3. Laptops not returned by that date to their home schools for re-imaging will be 

remotely disabled until returned to the home schools. 
 

6. To start the laptop collection process, the student laptops management team should consider the 
following: 
 

a. Each school’s student laptop collection team should have class rosters of students ready for the 
check-in process. 
 

b. When a device is scanned, the student’s name should be checked of for two things:  
i. The laptop and  
ii. The charger. 
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c. If a laptop and/or charger is not turned in by a student, the collection team must provide the 
student with a debt form and must keep a copy of the debt form to use to make contact with the 
parent(s). 
 

d. If the student turns in both his/her laptop and a charger, the student must sign a receipt with the 
returned items checked off. 
 

e. The laptops will be stored, BY CATEGORY, in the student laptop room.   
 

f. Chargers will be stored in the student laptop room, as well. 
 

7. If a student turns in a device that is not checked out to him/her, the student should be informed of such, 
the device should be kept, the student given a debt form for the laptop and/or charger, and the student 
to whom the laptop was originally assigned should be notified. 
 

8. By the end of the last day of school for students, each principal will receive, from the student laptop 
manager, the following:  

a. A copy of the school’s student laptop inventory from the Destiny Resource Manager and  
b. A list of students who have not returned their student laptops and/or chargers. 

 
9. The principal should send both lists to Property Accounting. 

 
10. The principal will assign staff to begin immediately contacting the parents of the students who have not 

returned their laptops and/or chargers to inform the parents of the cost for replacing the missing laptop 
and/or missing charger. 
 

11. By the end of the fifth day after the last school day for students, the parent of every student who has not 
returned a laptop and/or charger should be notified of such and should be aware of the following: 

a. If the device and/or charger is found, how to turn those in to the school; 
b. If the device and/or charger cannot be found, how much and how to pay for those at the school; 
c. The consequences for not returning the device and/or the charger, per policy and procedure. 

 
This process should result in the collection of all student laptops, placement into secure storage BY 
CATEGORY into the student laptops room, and notification to parents that a laptop and/or charger has not 
been returned.   
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Teacher and Administrator Laptops  
End of the School Year Processing 

2018-2019 
August 1, 2018 

Edited May 29, 2019 

 
 
ADULT LAPTOP COLLECTION 
Before leaving on their last day of the 2018-2019 school year, all administrators, teachers, 
counselors, and other adults who use District-owned laptop computers or tablets, with two 
exceptions, are required to check in those laptops and chargers.  All such laptops are to be left at 
the school, secured in the school’s student laptop room.  Exceptions include (1) teachers and staff 
who will be working with one or more of the Richland One summer school programs or with 
Summer SOAR and (2) teachers working with curriculum development by T&L; these teachers 
and staff may (and must) turn in their laptops on the last day of their summer program(s).  
There are no exceptions for staff who will be involved in professional development, personal 
advanced degree work, or other reasons or activities.   
 
REASON FOR REQUIRED ACTION 
Without exception, every District-owned laptop must have its operating system updated or be re-
imaged before being allowed back on the Richland One network.  These laptops are not updated 
throughout the school year (due to time and bandwidth issues involving so many laptops) and, as a 
result, these devices are threats to the security of the District’s network as well as a threat to our 
ability to secure student, staff, and parent information maintained on the District’s network.   
 
WHAT YOU MUST DO BEFORE TURNING IN YOUR LAPTOP 
Each user must complete the following tasks before turning in his/her laptop: 
 

1. Copy all files saved on the hard drive of the laptop to either (a) the user’s OneDrive folder, or 
(b) to a flash drive (provided by the user; the District will not provide flash drives). 
 

2. Include the charger with the laptop. 
 

3. Read item 1 (immediately above) again.  The District will not backup any files on any laptop.  It 
is the user’s responsibility to backup valuable files.  All files on the device will be lost in the 
re-imaging process. 

 
HOW TO TURN IN YOUR LAPTOP 
All laptops and chargers must be checked in through the Destiny Resource Manager database.  Each 
school should make arrangements for this process to take place successfully.  Each school is 
responsible for ensuring that each laptop and charger is collected and securely stored in the student 
laptop room at the school. 
 
WHAT HAPPENS IF LAPTOPS ARE NOT TURNED IN 
Laptops that are not turned in will be remotely disabled by IT (if possible) until those are turned in and 
re-imaged.  If a laptop cannot be shut down remotely, the network account of the user of that laptop 
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will be disabled so the laptop cannot be logged into the District network until it is turned in and re-
imaged.  
 
Please remember that this is a security issue that can affect the District’s network as well as your 
home network and other personal devices on your home network. 
 
IF YOU NEED A LAPTOP FOR THE SUMMER 
If you need a laptop for (a) professional development, (b) summer school work, or (c) other District-
sponsored activities, you may check out a loaner laptop from the available “2019-2020 Loaners” at 
your school.  Each school is responsible for the process of providing loaners and each loaner must be 
checked out through the Destiny Resource Manager. 
 
Please note the following about borrowing a laptop for the summer: 
 

1. Your school technician will NOT re-image your own laptop before the end of the school year so 
you can have it for the summer. 
 

2. Your current laptop will NOT be available to you for the summer. 
 

3. You must check out a loaner from your school if you need a laptop for District-sponsored work 
during the summer. 
 

4. If you do not need a loaner for District-sponsored work, you are not eligible to check out a 
loaner.  Note that this includes your working on your advanced degree; that work should be 
done on a personal device, not a District-owned laptop. 
 

OTHER IMPORTANT INFORMATION 
Please note the following about the summer re-imaging project: 
 

 Administrative, office, classroom, and lab desktop computers will also be re-imaged during the 
summer. 
 

 Devices (laptops, desktops, and tablets) that are not compatible with Windows 10 will not be 
re-imaged and will be removed from use in the future.  For example, Dell models 755 and 
older, will be removed from schools and offices because those cannot be re-imaged with 
Windows 10. 
 

CONCLUSION 
All computers used by administrators, teachers, counselors, EDs, District staff, etc. will be re-imaged 
during the summer.  Please consider that: 
 

 This is a network and data matter. 
 

 Portable laptops not turned in will be disabled or user accounts will be disabled until the 
laptops are turned in a re-imaged. 
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 And, MOST IMPORTANTLY, you must backup your files from your laptop, desktop, and tablet, 
if you want those data to be available later.  All files on your devices will be lost in the re-
imaging process. 

 
 

Technology for Teaching 
Teacher Planning and Use of Digital Resources in Learning Activities 

August 1, 2018 

 

Requirements 
All teachers are expected to plan for and use digital resources in appropriate learning activities every 
day so that students learn to use their laptops for reading, research, and other learning objectives. 
 
Students are required to have their charged laptops and chargers at school every day.  Learning 
activities will require use of the laptops every day.  Student laptops are required for student success 
in those learning activities every day.  Teacher planning is for the use of those digital resources is 
also required for student success. 
 
Teaching Technology 

 Each classroom is equipped with an interactive digital white board or panel. 

 Students are responsible for having their laptops in all classes every day, fully charged. 

 Teachers are expected to plan appropriate use of digital resources every day.  
 
Conclusion 
Richland One provides each teacher and each student with significant digital resources for use in all 
teaching and learning activities.  Each teacher must plan for the use of those digital resources in 
those learning activities. 
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Desktop Computers  
Removal of Desktop Computers from Classrooms and Labs 

2018-2019 
August 1, 2018 

 
 
INTRODUCTION 
During the summer of 2018, IT staff began removing specific desktop computers from classrooms 
and computer labs in schools.  Those desktop computers (as are all computers) are affected by the 
chip flaws identified in December 2017 as “Spectre” and “Meltdown” and cannot be updated to the 
current version of Windows 10 (which provides operating system “mitigation” of the hardware flaws). 
 
ADDITIONAL BACKGROUND 
The desktop computers that are being removed from schools are those that cannot be upgraded to 
Windows 10 (latest version).  Because those cannot be upgraded, we are unable to leave those on 
our network; those are security and safety risks, not just on our network but on the State network to 
which our network attaches.   
 
Our concerns are related to unauthorized access from outside bad guys who can (1) steal personally 
identifiable information about students and adults, (2) lock up our files until we pay a ransom (that’s 
happened to SC school districts three times in the last twelve months – that we know of), (3) our 
network being used as a doorway into other governmental agencies, and (4) any of hundreds of other 
possibilities.   
 
We have an obligation to protect our data and our users. 
  
PLANNING AND LOGISTICS 
The desktop computers that are being removed are, typically, those that are found in classrooms and 
in computer labs.  This affects all schools, including elementary, middle, high, CATE, alternative, 
evening, and other sites.  It also affects some administrative sites in the District. 
 
Classroom desktop computers and most computer labs are not needed for grades 3 and above 
because those students have individual laptops for use in classrooms or other rooms that might serve 
as laps.  In effect, students in grades 3 and above, are in a “computer lab” wherever they are 
because each student has a laptop for use at any time.   
 
In a few high school and CATE settings, the student laptops may not be sufficient for the work 
students need to do.  That would be the case in courses that involve CAD and other design 
applications, engineering, and other content areas where more powerful processing is needed for the 
computers used in those classes.  In those classes, the schools will replace the desktops that are 
being removed with more powerful desktops. 
 
In addition, students in grades PK through 2 will need computers to replace those that are being 
removed.  The IT department can arrange to get quotes for desktop, laptop, and tablet computers for 
those lower grades as schools are able to arrange the funding.  (The Title I program provides that 
technology to most of the District’s elementary schools in grades PK through 2.) 
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PROCUREMENT PROCESS 
To purchase replacement desktops for (1) CATE, (2) STEM, or (3) grades PK through 2, please 
follow this process: 
 

1. Contact the IT Procurement Specialist and share the minimum specifications for the computers 
you require. 

2. The IT Procurement Specialist will get a quote or quotes from the appropriate vendor(s). 
3. The IT Procurement Specialist will send the quote(s) to the principal at the school. 
4. The school must create a DRAPE form to purchase those computers. 
5. The DRAPE form must include the account number to which those computers are to be 

charged (IT cannot buy those computers). 
6. The DRAPE form must be sent to the Executive Director of IT for technical approval. 
7. If approved in IT, the DRAPE form will be sent to Teaching and Learning program approval. 
8. The final approved DRAPE form will be sent back to the principal. 
9. The school must begin the Munis requisition process (and attach the approved DRAPE form in 

Munis). 
10. When the computers arrive, the school must provide the software and proof of licensing for the 

software to be installed on the computers. 
11. IT will arrange installation of the software. 

 
Please note that replacement desktops will not be approved for classrooms or labs other than those 
listed above. 
 
CONCLUSION 
Desktop (and laptop) computers that cannot be updated to the current version of Windows 10 are 
being removed from the District’s network before the start of the 2018-2019 school year.  This is a 
safety and security matter that must be addressed at this time. 
 
Schools may work to replace some of those removed desktops – however, desktop computers in 
classroom and labs will not be replaced unless there is the need for specialized software for CATE 
and STEM programs or for grades PK through 2 (where students do not have individual laptops). 
 
(At the time of this writing, some of the desktops removed from classrooms and labs are still stored at 
the school sites.  Those will be removed as soon as preparations for resources required at the 
beginning of the new school year have been completed.) 


