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District Policies and Procedures  

The Board of Education policies that are relevant to the use of technology devices include but 
are not limited to 4.406, Internet Safety and Use of Digital Technology, found on pages 15-17. 
 
 
Expectations  
 
RECEIVING A TECHNOLOGY DEVICE  
A system-wide process for training and deployment will occur for each school’s student 
deployment.  
• The session will consist of completion of paperwork and training sessions for students and 
parents/guardians.  
• Parent/guardian and the student must sign and return the Union County Schools Technology 
  Device Agreement before the device can be issued to the student.  
•  All students must have Chromebook for testing. BYOD is not an option due to test security.  
• Students will use technology devices in a manner consistent with All Board of Education 
policies and district procedures and school rules.  
 
 Students will not receive their technology devices until their parents/guardians have 
attended a training session and signed the appropriate paperwork. 
 
RETURNING A TECHNOLOGY DEVICE 
 • The individual's school technology device and accessories (technology device and charger, as 
well as any additional protective covering provided by the school) must be returned to the 
school at the end of each school year.  
• Students who graduate early, withdraw, are suspended or expelled, or terminate enrollment for 
any other reason must return their school technology device on the date of termination. School 
records will not be released until the device and adapter are returned or paid for.  
• Students who transfer from one school within the district to another school in the district must 
turn in their devices before transferring. The devices will be checked for damage before student 
records will be released. 
• If a student fails to return the technology device at the end of the school year or upon the 
termination of enrollment, that student/parent/guardian will be subject to the replacement cost of 
the device. The technology devices are the property of Union County Schools.  
• The student will be responsible for any damage to the technology device, charger, or 
protective covering. The student will be charged for any needed repairs, not to exceed the 
replacement cost of the technology device.  
• At the end of the school year any remaining charges or missing devices or adaptors, damage 
to devices will result in the student becoming a day user the following year in which the student 
will not be allowed to take the device home and must check out a loaner device from his/her 
classes.  
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Reference School Board Policy 6.311 (Pg. 18) 
 
Throughout the remainder of this document, the term Technology Device includes the 
device and charger. 
 
Technology Device Use  
• The care of the district technology device is the student’s responsibility. Students should not 
lend their technology devices to another person. If a student lends their device to another, the 
student who lent the device is responsible for any damages that take place as a result. Each 
technology device is assigned to an individual student and the responsibility for the care of the 
technology device rests solely with that student.  
• Students should never leave the technology device unattended. When not in a student's 
possession, it should be in a secure, locked environment. For example, students are strongly 
encouraged to have locks on their school lockers.  
• Students need to charge their technology devices each night at home so that it is fully charged 
when they arrive at school each day.  
• If a student is a day user, the student must pick up his/her device before school or during 
breaks between classes.  
• Failure to bring the district issued technology device (no personal home device) or other class 
materials does not release a studentucps.org from his/her responsibility for classwork. If a 
student repeatedly fails to bring materials to class, including the technology device, progressive 
discipline procedures will be followed.  
• The technology device is the property of the Union County Schools and may be collected and 
inspected at any time. Students have no right to privacy for any material on a district technology 
device.  
• Each technology device has a unique serial number and asset tag. Students should not modify 
or remove the tag. Students should not write on, draw on, or add stickers or labels directly to the 
technology device. No other form of tampering will be permitted.  
• If a student’s technology device is not working or is damaged, the student must report the 
problem immediately to the technology coach or teacher at their school. 
• If a label has been damaged or has fallen off, the student must return the device to the help 
desk. If no one is at the help desk the student must return the device to the technology coach or 
teacher so that a new label can be made and placed on the device. 
• If a student's technology device is lost or stolen at school, the student must report the loss 
immediately to the school administration. If a student’s technology device is lost or stolen 
outside of school, parents/guardians must report the loss immediately to the local police and 
obtain a police report. If student’s technology device is lost or stolen at an unknown location, 
please treat it as if it had been lost or stolen outside of school.  
• Students are responsible for using the technology device according to school and district 
policies and procedures. 
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Technology Device Guidelines  
 
CARE & MAINTENANCE  
• Devices should NEVER be picked up by the lid. Students should close the technology device 
before it is picked up.  
• Students will use the school-issued protective covering/bag.  
• When carrying the device to and from school campus, it is expected that the device will be 
placed in a backpack, bag, or other carrying cases.  
• It is recommended that if students use a backpack, then the technology device should always 
be placed in the backpack with the port-side facing up. Technology devices should be kept at 
room temperature and should NOT be exposed to extremes of hot or cold. Students should 
NOT LEAVE their technology device IN AN AUTOMOBILE. Students should not leave their 
technology devices outside.  
• Liquids and food should not be used/consumed in the vicinity of the technology device.  
• Cleaners, sprays, alcohol, ammonia, or abrasives should not be on the technology device.  
• Devices should be cleaned with a soft, lint-free cloth.  
• The device should remain in the protective cover when not in use. The device should not be in 
a place where someone could accidentally sit or step on it.  
• Devices can be tripping hazards when they are charging. Please be very careful to charge 
your device in such a manner that others will not trip over the wire. 
 
 
TECHNOLOGY DEVICE PARENT/GUARDIAN GUIDE  
• Monitor your child’s home and school use of the Internet, set filtering on school devices at 
home, and set the language sentiment analysis tool to warn you of cyberbullying and self-harm. 
• Provide a place in an open area of your home, such as the kitchen or family room, where the 
technology device will be used.  
• Use the Internet with your child to help develop safe Internet habits.  
• Frequently ask to see your child’s technology device and ask how it is being used.  
• Review with your child the programs installed on the technology device and ask them what 
each program does.  
• Do not hesitate to contact your school if you have any questions or concerns about the 
technology device.  
 
MAXIMIZE BATTERY LIFE  
Students should use the technology device in a way that maximizes their battery life.  
 
• Energy: The Energy Saver control panel offers several settings that determine power levels for 
the technology device. The technology device knows when it is plugged in and runs accordingly. 
When on battery power, it will dim the screen and use other components sparingly. If you 
change this setting to maximize performance, your battery will drain more quickly. 
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• Brightness: Students should dim the screen to the lowest comfortable level to achieve 
maximum battery life. For instance, when watching a video in a dark room, you may not need 
full brightness.  
• Bluetooth Wireless: Likewise, you can turn off Bluetooth to maximize your battery life, as it also 
consumes power when not in use.  
• Applications: quit applications when not in use. 
 
Repair and Replacement Guidelines  
The following is designed to be a guide and reference for dealing with issues related to student 
technology device damage with the understanding that the goal is for every student to have an 
operational device. Typically, issues will arise over one of the following: Theft, Non-preventable 
Damage, Preventable Damage/Negligence, and Willful Damage/Recklessness. During the time 
of a review, the student will become a "day user” in which they will check out a machine from 
their homeroom teacher each morning and return it to their homeroom teacher before they leave 
school each day.  
 
THEFT/NON-PREVENTABLE DAMAGE  
• The theft must be reported as soon as possible.  
• An administrator will meet with the student and parent/guardian in order to investigate the 
theft.  
• A police report is required to document a theft.  
• After a police report is submitted, the student will be a day user during the time of the 
investigation. Upon finalizing the report, a student may be issued a new computer.  
• For non-preventable Damage (these are rare, but examples might include but are not limited 
to: auto accident, house fire, etc.), an administrator will meet with the student to investigate the 
incident and discuss with parent/guardian as necessary.  
• Upon determination of a verifiable accident, the student will be issued another computer. 
 
 
PREVENTABLE DAMAGE/NEGLIGENCE  
• Damage must be reported as soon as possible, within a window of one week from the time of 
the damage unless the damage occurs during a break; in this case, the damage must be 
reported within one week of the student’s return to school.  
• The parent/guardian and student have accepted responsibility for the technology device and 
therefore are liable for the damage penalty explained in the damage matrix. 
•  If the computer is still functional it is then considered level 1 damage, the damage penalty can 
be paid through May 10th and the student will still be able to use the device while waiting for 
repair. If another incident of level 1 damage occurs, there will not be an additional penalty.  
• If the computer is no longer functional or internal components are exposed, it is level 2 
damage. In this case, the computer needs to be turned in immediately and the penalty will be 
due at that time.  
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• If the adaptor is damaged and must be replaced, the parent/guardian and student are liable for 
the cost of replacement. Adaptors are NOT included in insurance price. School adaptors cannot 
be replaced by aftermarket adaptors. Students must return their original adaptor or purchase a 
new one from the school.  
• An administrator will meet with the student to investigate the incident and discuss with 
parent/guardian as necessary.  
• Student will become a "day user" until the damage penalty is received unless it is level 1 
damage as indicated above. Principals may make an exception to this rule if the family has 
started payment and has an agreed-upon payment plan for the remainder of the penalty.  
 
WILLFUL DAMAGE/RECKLESSNESS  
• The parent/guardian/guardian and student have accepted responsibility for the machine and 
therefore are liable for the cost of the repair or replacement of the device.  
• An administrator will meet with the student to investigate and discuss with parent/guardian as 
necessary.  
• Student will become a "day user" until the cost of the repair or replacement is received. If the 
payment is not received within 30 days, the student will be removed from day user status, and 
will only be able to use classroom loaner machines. Principals may make an exception to this 
rule if the family has started payment and has an agreed-upon payment plan for the remainder 
of the charge.  
• The replacement cost of the machine cannot be satisfied by families themselves purchasing 
their own replacement device.  
• The replacement cost of the charger or bag cannot be satisfied by families themselves 
purchasing their own replacement chargers or bags.  
• The cost of repairs will be assessed for each reported incident.  
• Please note that willful damage also includes asset tags and power supply identifiers. It is not 
acceptable for a student to intentionally remove asset tags and identifiers.  
Multiple offenses should be handled appropriately and in consultation with the district office if 
necessary.  
 
If a student owes a penalty at the beginning of the school year based on the previous school 
year, the penalty will have to be paid before a device is issued. Principals may make an 
exception to this rule if the family has started payment and has an agreed-upon payment plan 
for the remainder of the charge. 
 
Discipline starts over at the beginning of each school year.  
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DAMAGE MATRIX  
Students may purchase insurance at the beginning of each year at the cost of $5. Insurance 
does NOT cover the charger or keys that have been torn off intentionally. Insurance can be 
purchased at any time but the device must be inspected before insurance will be issued to 
ensure damage has not already occurred. Insurance will cover two incidents without cost to 
parents or guardians. Each unintentional incident after will cost $50 with insurance and the cost 
of repair without insurance unless damage is deemed intentional by the administration. 
The following table summarizes the consequences of the various damage scenarios for the 
Chromebook and/or loaner Chromebooks: 
 

Damage Financial 
Consequences With 
Paid Insurance 

Financial 
Consequences 
without Paid 
Insurance 

Additional 
Consequences 

Unintentional/First 
Offense/Level 1 
Damage (even if 
there is more than 
one incident in the 
school year) 

 $0 penalty Cost of repair  

Unintentional/Second 
Offense (excluding 
Level 1 damage) 

$0 penalty Cost of repair 1 month probationary 
period as a day user 
 

Unintentional/Third 
Offense  

$50 additional 
penalty 

Cost of the repair Day user for the 
remainder of the 
school year 

Unintentional/Fourth 
Offense 

$50 additional 
penalty 

Cost of the repair The student will only 
be able to use 
classroom devices 

Intentional Damage Cost of repair or 
replacement 

Cost of repair or 
replacement 

Day user for the 
remainder of the 
school year & 
disciplinary action will 
be taken. 
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*If you choose not to purchase insurance upon receiving your Chromebook, you must have the 
Chromebook inspected for damage before purchasing it later.  
 
 
 
 
 

  
Acceptable Use Policy 

 
GUIDELINES FOR USE OF TECHNOLOGICAL RESOURCES  
Union County School System provides Internet access to students, teachers, and other staff. It 
allows users to find, utilize, and share information in a variety of unique ways to support our 
curriculum.  The Internet has a vast amount of resources available, including some materials 
that are not suitable for viewing in a school environment. Union County School System takes 
every precaution to restrict access to inappropriate information in compliance with the Children’s 
Internet Protection Act (CIPA). However, an industrious user may discover it. It is prohibited to 
locate materials that are illegal, defamatory, or offensive. We firmly believe that the valuable 
information and interaction available on the Internet far outweigh the possibility that users may 
obtain unsuitable material. Disciplinary action will be taken by the Union County Director of 
Schools and/or the Union County Board of Education against users found sending 
or acquiring illegal or inappropriate materials over the Internet. 
 
The following actions are not permitted (inclusive of, but not limited to :)  
• Users will not use the district’s electronic technologies to access, review, upload, download, 
complete, store, print, post, receive, transmit or distribute:  

1. Pornographic, obscene or sexually explicit material or other visual depictions; 
2. Obscene, abusive, profane, lewd, vulgar, rude, inflammatory, threatening,  
disrespectful or sexually explicit language;  
3. Materials that use language or images that are inappropriate in the education setting  
or disruptive to the educational process;  
4. Materials that use language or images that advocate violence or discrimination toward  
other people or that may constitute harassment, discrimination or threatens the safety of  
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others;  
 
• Users will not use the district’s electronic technologies to knowingly or recklessly post, transmit 
or distribute false or defamatory information about a person or organization, or to harass 
another person, or to engage in personal attacks, including prejudicial or discriminatory attacks.  
• Users will not use the district’s electronic technologies to engage in any illegal act or violate 
any local, state or federal laws, including downloading copyrighted material.  
• Users will not use the district’s electronic technologies to vandalize damage or disable the 
property of another person or organization.  
•Users will not make deliberate attempts to degrade or disrupt equipment, software or system 
performance by spreading computer viruses, engaging in “spamming” or by any other means. 
•Users will not tamper with, modify or change the district system software, hardware or wiring or 
take any action to violate the district’s security system.  
•Users will not use the district’s electronic technologies in such a way as to disrupt the use of the 
system by other users. 
 
STUDENT INTERNET SAFETY  
Students will be instructed as to safe and responsible use of the Internet using readily available 
and age appropriate tools and information, as the curriculum permits. Students must abide by all 
laws, this Acceptable Use Policy and all District security policies when using the District 
network. For additional information regarding students and internet safety please refer to the 
student discipline handbook.  
 
 
 
 
Cyber Bullying 
Cyberbullying Per release of the FCC (Federal Communications Commission) and CIPA 
(Children’s Internet Protection Act) to prohibit inappropriate online behavior which includes 
interaction with other individuals, students and staff shall not use cell phones, instant 
messaging, email, chat rooms, social networking sites, or other types of digital technology to 
bully, threaten, discriminate, or intimidate others.  
If a student or staff member receives a text, email, blog comment, social network posts, or 
message via other Web tools that makes them feel uncomfortable or is not respectful, they must 
report the incident to the school administrator or building designee, and must not respond to the 
comment. This policy includes “cyber baiting”, a term used for students deliberately provoking a 
teacher until they lose their composure in order to capture video that is then posted in a public 
forum online. Any staff member who suspects they have been targeted should immediately 
inform their supervisor. 
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Parent/Guardian Consent  
We recognize that parents/guardians of minors are responsible for setting and conveying the 
standards their children should follow when using media and information sources. Accordingly, 
before a student may independently access the Internet, the student's parent/guardian must be 
made aware of the possibility that the student could obtain access to inappropriate material 
while engaged in the independent use of the Internet. The parent/guardian and the student must 
consent to the student's independent access to the Internet and to the monitoring of the 
student's communication by school personnel. As an added backup, parents can request a log 
of their child’s Chromebook activities from our web filter, GoGuardian.  
 
PRIVACY  
No right of privacy exists in the use of technological resources. Users should not assume that 
files or communications accessed, downloaded, created or transmitted using school district 
technological resources or stored on services or hard drives of individual computers will be 
private. School district administrators or individuals designated by the Director of Schools may 
review files, observe screen activity, monitor all communication and intercept email messages to 
maintain system integrity and to ensure compliance with board policy and applicable laws and 
regulations. School district personnel will endeavor to monitor the on-line activities of individuals 
who access the Internet via a school-owned computer. Under certain circumstances, the school 
may be required to disclose such electronic information to law enforcement or other third 
parties, for example, as a response to a document production request in a lawsuit. 
 
 
SECURITY/CARE OF PROPERTY  
 
Security on any computer system is a high priority, especially when the system involves many 
users. Users are responsible for reporting information security violations to appropriate 
personnel. Users should not demonstrate the suspected security violation to other users. 
Unauthorized attempts to log onto any school system computer on the network as a system 
administrator may result in cancellation of user privileges and/or additional disciplinary action. 
Any user identified as a security risk or having a history of problems with other systems may be 
denied access. Users of school district technology resources are expected to respect school 
district property and be responsible for using the equipment. Users are to follow all instructions 
regarding maintenance or care of the equipment. Users may be held responsible for any loss or 
damage caused by intentional or negligent acts in caring for computers while under their control. 
The school district is responsible for any routine maintenance or standard repairs to school 
system computers. 
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Insurance 
• Students may purchase insurance at the beginning of each year at the cost of $25. Insurance 
does NOT cover the charger keys that have been torn off intentionally. Insurance can be 
purchased at any time but the device must be inspected before insurance will be issued to 
ensure damage has not already occurred. Insurance will cover two incidents without cost to 
parents or guardians. Each unintentional incident after will cost $50 with insurance and the cost 
of repair without insurance unless damage is deemed intentional by administration.  (See 
damage matrix above). 
 
 
 
 
 
 

 
 
 
 

G Suite for Education Notice to Parents and Guardians 
This notice describes the personal information we provide to Google for these accounts and how 
Google collects, uses, and discloses personal information from students in connection with these 
accounts.  
Using their G Suite for Education accounts, students may access and use the following “Core 
Services” offered by Google (described at https://gsuite.google.com/terms/user_features.html):  

​​ Gmail 
​​ Google+ 
​​ Calendar 
​​ Chrome Sync 
​​ Classroom 
​​ Cloud Search 
​​ Contacts 
​​ Docs, Sheets, Slides, Forms 
​​ Drive 
​​ Groups 
​​ Hangouts, Hangouts Chat, Hangouts Meet, Google Talk 
​​ Jamboard 
​​ Keep 
​​ Sites 
​​ Vault 
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In addition, we also allow students to access certain other Google services with their G Suite for 
Education accounts. Specifically, your child may have access to the following “Additional Services”:  

​​ YouTube, Blogger, Google Bookmarks, Google Books, Google Earth, Google Maps, Google 
Play. 

Google provides information about the information it collects, as well as how it uses and discloses 
the information it collects from G Suite for Education accounts in its G Suite for Education Privacy 
Notice. You can read that notice online at https://gsuite.google.com/terms/education_privacy.html 
You should review this information in its entirety, but below are answers to some common 
questions: 

What personal information does Google collect? 
When creating a student account, Union County Public Schools may provide Google with certain 
personal information about the student, including, for example, a name, email address, and 
password. Google may also collect personal information directly from students, such as telephone 
number for account recovery or a profile photo added to the G Suite for Education account. 
When a student uses Google services, Google also collects information based on the use of those 
services. This includes: 

​​ device information, such as the hardware model, operating system version, unique device 
identifiers, and mobile network information including phone number; 

​​ log information, including details of how a user used Google services, device event 
information, and the user's Internet protocol (IP) address; 

​​ location information, as determined by various technologies including IP address, GPS, and 
other sensors; 

​​ unique application numbers, such as application version number; and 
​​ cookies or similar technologies which are used to collect and store information about a 

browser or device, such as preferred language and other settings. 

How does Google use this information?  
In G Suite for Education Core Services, Google uses student personal information to provide, 
maintain, and protect the services. Google does not serve ads in the Core Services or use personal 
information collected in the Core Services for advertising purposes. 
In Google Additional Services, Google uses the information collected from all Additional Services to 
provide, maintain, protect and improve them, to develop new ones, and to protect Google and its 
users. Google may also use this information to offer tailored content, such as more relevant search 
results. Google may combine personal information from one service with information, including 
personal information, from other Google services. 

Does Google use student personal information for users in K-12 schools to target 
advertising? 
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No. For G Suite for Education users in primary and secondary (K-12) schools, Google does not use 
any user personal information (or any information associated with a G Suite for Education Account) 
to target ads, whether in Core Services or in other Additional Services accessed while using a G Suite 
for Education account. 

Can my child share information with others using the G Suite for Education 
account? 
We may allow students to access Google services such as Google Docs and Sites, which include 
features where users can share information with others or publicly. When users share information 
publicly, it may be indexable by search engines, including Google. 

Will Google disclose my child’s personal information? 
Google will not share personal information with companies, organizations and individuals outside of 
Google unless one of the following circumstances applies: 

●​ With parental or guardian consent. Google will share personal information with companies, 
organizations or individuals outside of Google when it has parents’ consent (for users below 
the age of consent), which may be obtained through G Suite for Education schools. 

●​ With Union County Public Schools, G Suite for Education accounts, because they are 
school-managed accounts, give administrators access to information stored in them. 

●​ For external processing. Google may provide personal information to affiliates or other 
trusted businesses or persons to process it for Google, based on Google’s instructions and in 
compliance with the G Suite for Education privacy notice and any other appropriate 
confidentiality and security measures. 

●​ For legal reasons. Google will share personal information with companies, organizations or 
individuals outside of Google if it has a good-faith belief that access, use, preservation or 
disclosure of the information is reasonably necessary to: meet any applicable law, regulation, 
legal process or enforceable governmental request, enforce applicable Terms of Service, 
including investigation of potential violations. Detect, prevent, or otherwise address fraud, 
security or technical issues. Protect against harm to the rights, property or safety of Google, 
Google users or the public as required or permitted by law. 

●​ Google also shares non-personal information -- such as trends about the use of its services -- 
publicly and with its partners. 

What choices do I have as a parent or guardian? 
First, you can consent to the collection and use of your child’s information by Google. If you don’t 
provide your consent, we will not create a G Suite for Education account for your child, and Google 
will not collect or use your child’s information as described in this notice.  
If you consent to your child’s use of G Suite for Education, you can access or request deletion of your 
child’s G Suite for Education account by contacting Lisa Chesney at Union County High School. If you 
wish to stop any further collection or use of your child's information, you can request that we use the 
service controls available to limit your child’s access to features or services, or delete your child’s 
account entirely. You and your child can also visit https://myaccount.google.com while signed in to 
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the G Suite for Education account to view and manage the personal information and settings of the 
account. 

What if I have more questions or would like to read further? 
If you want to learn more about how Google collects, uses, and discloses personal information to 
provide services to us, please review the G Suite for Education Privacy Center (at 
https://www.google.com/edu/trust/), the G Suite for Education Privacy Notice (at 
https://gsuite.google.com/terms/education_privacy.html), and the Google Privacy Policy (at 
https://www.google.com/intl/en/policies/privacy/).  
The Core G Suite for Education services are provided to us under Google’s Apps for Education 
agreement (at https://www.google.com/apps/intl/en/terms/education_terms.html) 
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Acceptable Use Policy/Chromebook Handbook   
 
Student: I understand and will abide by the Acceptable Use Policy (pg. 9) and Chromebook 
procedures. I understand that UCPS and/or its agents may access and monitor my use of the 
Internet, including my email and downloaded material without prior notice to me. I further 
understand that should I commit any violation, my access privileges may be revoked and school 
disciplinary action and/or appropriate legal action may be taken.  In consideration for using 
UCPS's electronic network connection and having access to public networks, I hereby release 
UCPS and its school board members, employees, and agents from any claims and damages 
arising from my use or inability to use the Internet or school email.  
 
     
____________________________       _____________ 
Signature of student                                   Date 
 
 

 
 
Acceptable Use Policy/Chromebook Handbook   
  
Parent: I understand and will abide by the Acceptable Use Policy (pg. 9) and Chromebook 
procedures. I understand that access is designed for educational purposes and that Union County 
Public Schools have taken precautions to eliminate controversial material. However, I also 
recognize it is impossible for UCPS to restrict all controversial and inappropriate materials. I will 
hold harmless UCPS, it's employees, agents or School Board members, for any harm caused by 
materials or software obtained via the network. I accept full responsibility if and when my child's 
use is not in a school setting. I have discussed the terms of this Authorization with my child. I 
Hereby request that my child is allowed access to the District's Internet and school email 
account.  I also give permission for Union County Public Schools to create/maintain a G Suite 
for Education account for my child and for Google to collect, use, and disclose information about 
my child only for the purposes described on pages 12-14. The Board of Education policies that 
are relevant to the use of technology devices include but are not limited to 4.406, Internet Safety 
and Use of Digital Technology, found at Internet Safety and Use of Digital Technology.   
                                                    
 
____________________________       _____________ 
Signature of Parent/Guardian                           Date 
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