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Student Chromebook Policies and Procedures

The St. Charles Borromeo School administration and faculty believe increasing access to technology offers
better opportunities for learning and collaboration. This Chromebook program expands educational options,
provides the best possible remote learning environment, and encourages lifelong learning habits as students
take ownership of their experience.

1. Program Benefits
a. General - Participating in the program offers more than simply purchasing a device. While

enrolled in the program, your child’s device will receive automatic configurations and policy
updates from the school. It will function like all other program devices, offering the same
learning experience. They will also receive both software and hardware support. If the device is
damaged for any unintentional reason, it will be replaced with a comparable device.

b. Eligibility - Families participating in the program must have a student actively enrolled at St.
Charles Borromeo School and must be in good standing. The device will be assigned to this
student. Support and other program benefits are provided for this student’s context and
school-related use. Program benefits do not extend to other uses.

c. Enrollment Term - Families purchasing a device are automatically enrolled in the program as
soon as they take possession of the unit. This term ends when one or more of the following
occur: 1) the student is no longer enrolled at St. Charles Borromeo School; 2) there is a violation
of any of the agreement terms; 3) the family is no longer in good standing with the
School/Parish; 4) the family requests program enrollment termination; 7) the three-year
accidental damage protection warranty expires.

d. Accidental Damage Protection (ADP) - Every device in this program includes accidental
damage protection. This covers all unintentional damage to the Chromebook.While enrolled in
the program, participants may return a damaged device to the school and receive a comparable
loaner while their device is repaired. The warranty is valid for three years from the date the
school originally purchased the unit and is tied to the serial number. After the device is released
from enrollment in this program, you may file a warranty claim directly with the distributor during
the coverage period.
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2. Chromebook Options
a. Purchase: Families purchasing a Chromebook are actually gaining access to a device and all

the benefits while enrolled in the program. You also maintain possession of the Chromebook
over the summers. When your child leaves SCB, the device and remainder of the warranty go
with you.

b. ADP Renewal for graduated Chromebooks: If you had purchased a St. Charles issued
Chromebook in the past, and if your student has graduated and would like to pass down the
device to their 6th grade sibling, you can opt for renewal of the Accidental Damage Protection
Warranty.

i. Please note: Chromebooks purchased in 2020 can only be renewed for 1 year (Lenovo
Policy). This means once your 6th grader gets to grade 8, their device will not have ADP
and they will not be able to use that device in school.

3. Receiving your Chromebook
a. Devices will be distributed to the students in class on their first day of school.
b. Please read through all of the agreements and program information. You and your child should

read, sign and date the Parent and Student Use Agreement: Chromebook Program form.
Please have your child bring in the form with them on their first day of school to ensure
they receive a device. The child will not receive a device until they have the proper signed
paperwork.

4. Appropriate Use - While enrolled in this program these devices will be used for educational purposes,
in accordance with standard school policies, the Acceptable Use of Technology Policy, and the
standards and ethics of the Catholic faith.

5. Caring for the Chromebook - Students are responsible for the general care of their Chromebook.
Devices that are broken or fail to work properly must be reported to the help desk at
parentsupport@stcharlesb.org as soon as possible. While enrolled in the program, you should not take
this device to a computer repair store. Students should never leave their Chromebooks unattended
unless properly secured within the home or locked away in a school locker.

6. General Precautions
i. Do not write or draw on the Chromebook and do not add stickers or labels.
ii. Do not eat or drink near the Chromebook. Damage caused by food/drink may void the

warranty
iii. Be careful when inserting cords, cables, and removable storage devices into the

Chromebook.
iv. Heavy objects should never be placed on top of the Chromebook.
v. Your Chromebook must never be left in an unlocked car or unsupervised area.

vi. Always ensure the charging cable does not pose a tripping hazard.
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b. Transporting
i. Please be sure to transport your Chromebook with care and in a secure and padded

case or backpack.
ii. Never lift the Chromebook by the screen.
iii. Never carry the Chromebook with the screen open.
iv. Be careful not to crush the Chromebook with heavy objects.

c. Screen Care
i. The Chromebook screen can be damaged if subjected to heavy objects, rough

treatment, some cleaning solvents, and other liquids. The screens are particularly
sensitive to damage from excessive pressure.

ii. Do not put pressure on the top of the Chromebook when it is closed.
iii. Do not store the Chromebook with the screen open.
iv. Do not place anything in a case or backpack with the Chromebook that will press against

the cover.
v. Make sure there is nothing on the keyboard before closing the lid (ex. pens, pencils,

etc.).
vi. Clean the screen with a soft, dry microfiber cloth or anti-static cloth.

d. Asset Tags
i. All Chromebooks will be labeled with both asset and warranty tags.
ii. Tags may not be modified or tampered with in any way. This could result in termination

from this program and/or the warranty program.

7. Using a Chromebook on Campus - Students enrolled in this program will bring their device to school
with them each day unless specifically advised not to do so by their teachers.

a. Charging - Please have your child charge their Chromebook each evening so it is ready for the
next day. We will have a few charging stations in each 6-8th classroom, but there will not be
enough for all students and they will not have access to the device while it is charging.

b. Sound - The device sound should be muted at all times unless permitted by the teacher.
Personal headphones may be used at the discretion of the teachers.

8. Managing Digital Work
a. The majority of student work will be stored in the cloud through Google Drive.
b. Most web applications save work automatically, but the student must verify this is occurring to

avoid losing their work.
c. The school is not responsible for the loss of any student work, although we will try to help your

child recover information, if possible.
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9. Operating System and Security
a. Installing Software - No software, applications, operating systems, extensions, etc. shall be

installed on the Chromebook without express permission from the technology department while
this device is enrolled in the program.

b. Updates - Chromebooks receive automatic updates. Students must restart the device when
prompted by an update notification.

c. Virus Protection - Chromebooks are not as susceptible to viruses as other platforms. They use
the principle of ‘defense in depth’ to provide multiple layers of protection, so if any one layer is
bypassed, others are still in effect. Students do not need to add other protection.

10. Repairs and Support
a. Tech Support - If your student has trouble with their Chromebook, please submit a support

ticket to parentsupport@stcharlesb.org. We regularly monitor this ticketing system and will
respond as soon as possible.

b. Repairs - All devices enrolled in this program have an accidental damage protection warranty
for the term of enrollment (see Section 1 for details). If the Chromebook is damaged by an
unintentional act, please contact the help desk at parentsupport@stcharlesb.org. We will help
you assess and triage the problem. If it has to be sent in for repair, we will exchange the
damaged unit for a comparable replacement. Intentional damage, neglect and theft are not
covered by the warranty and the family will be responsible for the full price of the replacement.

c. Excessive Repair Requests - Excessive numbers of repair requests will be dealt with on a
case by case basis to help resolve underlying issues.

d. Theft - Theft is not covered by the warranty or other program benefits.
e. Intentional Damage, Neglect or Abuse - Intentional damage, neglect or abuse is grounds for

expulsion from the program. All benefits will be terminated.
f. Charger and Cable - Families are responsible for replacing lost or broken chargers and cables.

11. Privacy - While enrolled in this program, there should be no expectation of privacy with respect to use
of the Chromebook. It is to be used for school-related purposes on a G Suite for Education system
operated by SCB. The School may, without prior notice or consent, log, supervise, access, view,
monitor, and record use of student Chromebooks at any time for any reason related to the operation of
the School. By using a Chromebook, students agree to such access, monitoring, and recording of their
use. We will also comply with any requests to surrender student data, as required by law.

12. Termination - Families purchasing a Chromebook may request release from the program at any time in
writing. Doing so surrenders all benefits except the remaining term of the warranty, which transfers with
the device. The Chromebook will also be removed from the School’s domain and all configurations
deleted. This will occur automatically for any of the reasons outlined in Section 1c.
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