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Hardeman County School System - Chromebook Program 

Hardeman County Schools (HCS) will be issuing Chromebooks to students to use during the school year.  This handbook will 
be in effect for any Chromebook leaving school campus.  Please read this entire handbook and agreement carefully. HCS 
students and parents agree to the terms of this handbook upon receipt of a Chromebook.  

The policies, procedures and information within this document apply to all student devices used in Hardeman County School 
System, including any other devices considered by the District office to come under this policy. Teachers may set additional 
requirements for use in their classroom.  
 

RECEIVING THE CHROMEBOOK  
Students who have met the requirements will begin receiving their Chromebooks on a date designated by the base school. 
Chromebooks will be distributed to HCS students after:  

 Parent/Guardian & student review this handbook covering basic rules, responsibilities, and expectations and complete 
orientation provided by their base school. 
 

 Parent/Guardian & student review & sign the Hardeman County Schools Student Portable Device Agreement, the Student 
Acceptable Use Policy, and Student/Parent District Technology Fee Agreement.  
 

 Parent/Guardian pays the annual Technology maintenance fee ($30) per device. If the Technology maintenance fee is 
waived, then the parent/guardian is responsible for all costs associated with repairs to the Chromebook.  

*Note: If the student’s Chromebook, charger, or case has not been returned from a previous school year, nor restitution made, 
the student will not be issued another Chromebook this year until the items are returned, or restitution is made. A Chromebook 
will be made available to the student in the classroom in the event that it is required to complete an assignment.  

RETURNING THE CHROMEBOOK  

Chromebooks, along with the chargers and cases, must be returned at a pre-determined time by the student’s base school so 

they can be checked for serviceability and be stored for the summer.  

If a student withdraws from Hardeman County School System (HCS) during the school year, receives a long-term 

suspension, or is expelled, the Chromebook and any other assigned equipment (including Hotspot/Mifi) must be 

returned at the time of departure or date of termination. If a student fails to return the Chromebook, charger, and case in 

satisfactory condition within five (5) school days after withdrawing from HCS, a theft report will be filed with the Hardeman 

County Sheriff Department, or local law enforcement, and the student’s records will not be released.  If all equipment is 

returned (includes charger, case, and Chromebook) or restitution has been made, the student’s records will be released and, if 

applicable, local law enforcement will be informed. 

A member of the school administration (or his or her designee) will inspect the laptop for damage before releasing the student 

from further responsibility.  

CHROMEBOOK MAINTENANCE FEE  

HCS will charge an annual $30 Chromebook Maintenance Fee per device that will provide up to two incidents of ACCIDENTAL 

or unintentional damage. Theft, loss, liquid damage, malicious or intentional damage of the Chromebook is not covered, and 

replacement cost will be charged to the student/parent/guardian.  Damage to or loss of charger and/or the Chromebook case is 

NOT covered.  If the maintenance fee is not paid, then the parent/guardian will be liable for any damages that occur, including 

replacement cost.   All damaged equipment will remain property of Hardeman County Schools. 

Fee Schedule: 

Replacement  Charge  Repair Charge 

Chromebook Charger  $45  Missing keys/damaged keyboard  $40 

Chromebook Case  $20  Broken screen  $50 

Chromebook  $220 Damage to USB or power ports  $220 
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TAKING CARE OF THE CHROMEBOOK  

Students are responsible for the general care and maintenance of the Chromebook they have been issued by the school. 

Chromebook swapping between siblings or classmates is not permitted. Chromebooks that are broken or fail to work properly 

must be immediately reported to the librarian of the school that they attend.  If required, loaner Chromebooks will be assigned 

by the same librarian.  

General Precautions  

 The Chromebook is school property and all users will follow these procedures as well as the HCS Use of the Internet 
policy 4.406 (link) and other policies and procedures deemed necessary by HCS.  

 Chromebooks should be kept away from 1) food/drink; 2) younger siblings/children; 3) pets. 

 Cords and cables should be inserted and disconnected carefully to prevent damage.  

 Chromebooks should never be left unattended especially in an unlocked locker or any unsupervised area.  

 Students are responsible for keeping their Chromebook’s battery charged & ready for school each day.  

 Only HCS Technology Department labels and stickers may be applied to the Chromebook. Students should not 
remove any of the labels or stickers attached by HCS. Stickers placed directly on the Chromebook will be 
considered damage and parents will be liable for any repairs.  

 Chromebooks must reside in the supplied case at all times.   

Carrying Chromebooks  

A case is provided for the Chromebook. Chromebooks should be transported while in the case. If the case is a Targus work-in 
case, then the Chromebook should never be removed from its position inside the case.  

 HANDLE CHROMEBOOK CASES CAREFULLY WHEN IT HOLDS A CHROMEBOOK. The Chromebook case 
provides very limited protection.  

 Do not “bump” the Chromebook against lockers, walls, car doors, floors, etc. as this could cause damage and eventually 
break the screen.  

 Do not carry around the Chromebook while it is open.  

Screen Care  

 Chromebook screens can be damaged VERY EASILY. Screens are particularly sensitive to damage from excessive 
pressure placed on the lid or on the screen itself.  

 Do not lean on the screen at any time. Do not lean on your Chromebook case if the Chromebook is inside.  

 Do not place anything on a closed Chromebook to avoid placing too much pressure on the Chromebook screen. This 
includes books in your locker and in your Chromebook case. Do not sit on your Chromebook case.  

 Check your Chromebook before closing the lid to make sure no objects will come between the screen and the 
keyboard (pens, pencils, paper clips, staples, etc).  

 Clean the screen with only a soft, dry cloth or anti-static cloth; no cleansers of any type.  

USING THE CHROMEBOOK AT SCHOOL:  

Chromebooks are intended for use at school each day. In addition to teacher expectations for Chromebook use, students may 
access school information such as announcements, calendars, grades, and schedules on the school website or through various 
applications/software. Students must be responsible to bring their fully-charged Chromebook to all appropriate classes, every 
day.  

Chromebooks Left at Home  

If students leave their Chromebook at home, they are responsible for getting the course work completed as if they had their 

Chromebook at school. Repeat violations may result in disciplinary action. 
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Chromebooks Being Repaired  

If a Chromebook repair/service will take longer than two (2) days, a loaner Chromebook may be issued, subject to availability. 

This will be determined by the base school librarian or designee. All repairs must be completed by HCS. Do not attempt to repair 

a Chromebook on your own.  

Charging the Chromebook  

Chromebooks must be brought to school each day in a fully-charged condition. Students need to charge their Chromebook 

each evening. Repeat offenses of a Chromebook being not charged may result in disciplinary action.  

Background Photos & Profile Pictures  

Personalization of the background/desktop and profile picture is acceptable with the following understanding:  

 Any media deemed inappropriate by HCS staff may not be used as a background photo or profile picture.  

 Unauthorized pictures/images of guns, weapons, pornographic materials, inappropriate language, alcohol, drugs, 
gang related symbols or pictures are prohibited and may result in disciplinary action.  

Sound, Music, & Games  

 Sound must be muted at all times unless permission is obtained from the teacher for instructional purposes.  

 Accessing streaming music sites is NOT permitted. Students should NOT attempt to download music or videos to their 
Chromebook unless specifically instructed to do so by a teacher.  

 Non-instructional gaming is not permitted for any reason.  

 Students are responsible for having earphones at all times (provided by the parent).  

USING THE CHROMEBOOK AWAY FROM SCHOOL  

Only high school students are allowed to bring Chromebooks home at the end of the school day, unless the student’s school 

has made other arrangements. Students in grades K-8 will be expected to bring their Chromebook to their homeroom teacher 

in order to store and charge for the night and weekends.   

Off-Campus Internet Access  

Students are allowed to connect to wireless networks on their Chromebooks when off-campus, and web access will remain 

filtered. A Hot Spot/Mifi device may be available for assignment through student’s school library for off campus use only.  The 

Hot Spot/Mifi device is expected to be used with school assignments only.  Issues related to operation of the school provided 

Hot Spot/Mifi device should be reported to the school.  Non-return of the Hot Spot/Mifi device at the end of the school year or 

by request of school administration will result in a charge of $90 to the student’s account.  Non-return of the Hot Spot/Mifi 

charging cable at the end of the school year will result in a charge of $20 to the student’s account.   

The policies outlined in this document and other district/school policies are applicable to HCS provided device at all times 

when off-campus and on-campus. Any violation of the policy may result in the student’s off-campus use privilege being 

restricted or suspended.   

Students experiencing internet issues at home not related to using a school provided Hot Spot/Mifi should contact their Internet 
Service Provider.  

Chromebooks need WIFI to access the internet. There is no Ethernet port on Chromebooks. If you have internet access but 

no wireless, you can purchase a separate USB 3.0 Ethernet Adapter, if needed, to connect the Chromebook to a wired 

network.  

Google Workspace applications (Documents, Sheets, Slides, Drawings) can be used while being disconnected from the 

Internet. Once the Chromebook connects to WIFI, the students work will be automatically uploaded to the student’s Google 

drive. 
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MANAGING YOUR FILES & SAVING YOUR WORK  

Saving to Google Drive  

Our Chromebooks save all downloads into the student’s HCS Google Drive account.   

Student accounts do not have the ability to share Google files with users outside the HCS domain - this includes 

with their own parents. If a parent wishes to see files in their child’s Google Drive, they may sign in with the 

student’s login credentials. Parent/Guardian may contact the homeroom teacher for that info.  

Google Workspace applications (Documents, Sheets, Slides, Drawings) save student work automatically. If work 

is done in any other application, it is the student’s responsibility to ensure work is saved.  

Network Connectivity at School  

HCS makes every effort to ensure that the network is up and running 100% of the time. However, in the rare case 

that the network is down, the District will not be responsible for lost or missing data.   An assigned Hot Spot/Mifi 

must be kept off-campus and  will not be used on school property. 

SOFTWARE ON CHROMEBOOKS  

Software cannot be installed on Chromebooks. Chrome extensions and approved Google Apps are installed, and 

managed by the HCS Technology Department.   

Viruses/Malware  

Chromebooks are controlled and monitored via our Google Management Console. This prevents most viruses from 

infecting the device. From time-to-time malware (pop-ups that won’t stop) may find its way into a Google account. 

Students must submit repair requests to their base school librarian.  

Inspection  

Students may be selected at random to provide their Chromebooks for inspection. HCS reserves the right to 
confiscate the Chromebook for any reason at any time if inappropriate materials are found on the Chromebook (or 

in a student’s Google account) or if suspicious activity is suspected.  

Transfer of Files to Another Chromebook  

If technical issues occur, the Chromebook may require servicing. No transfer of files is required since all student files are 
stored in Google Drive and since all Chrome settings (bookmarks, history, passwords) are saved to the student’s Google 
account.  

Chrome OS Updates  

The operating system on the Chromebook should update automatically. The device may restart after updating.  See 
https://support.google.com/chromebook/answer/177889?hl=en for steps to force an update if needed.  

Find My Chromebook  

HCS Chromebooks are useless to anyone not using an HCS Google account. Personal Google accounts cannot be used to 
sign in on an HCS Chromebook and the device cannot be wiped clean. It is a managed device that is set to automatically re-
enroll in our domain.  

However, if a Chromebook is missing or stolen, the HCS Technology Department can disable it as well as view specific 

information regarding the last time it was used (user signed in, IP number, and geolocation).  

Instructions for what to do if your Chromebook has been lost/stolen are found on page 6 in this document. 
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ACCEPTABLE USE  

The use of HCS district technology resources is a privilege, not a right. The student must abide by the Acceptable Use Policy. 

If a person violates any of the User Terms and Conditions named in this document, privileges may be terminated, access to 

the school district technology resources may be denied, and the appropriate disciplinary action shall be applied. Violations 

may result in disciplinary action up to and including suspension/ expulsion for students. When applicable, law 

enforcement agencies will be involved.  

District/School Responsibilities  

 Provide internet access at school.  

 Provide each student a managed, filtered, and monitored Google Workspace for Education account.  

 Filter inappropriate materials while students are using HCS Chromebooks.  

 Provide data storage in Google Drive. This will be treated similar to school lockers. HCS reserves the right to review, 
monitor, and restrict information stored on or transmitted via HCS district-owned equipment or accounts and to investigate 
inappropriate use of resources.  

 Provide staff guidance and professional development to aid students in doing research in academically related activities 
and help ensure student compliance of the Acceptable Use Policy.  

 Repair Chromebooks that malfunction, if possible.  

Parent/Guardian Responsibilities  

Talk to your children about values and standards that should be followed when using the internet, just as you do on the use of 
all media information sources such as television, telephones, movies, etc.  

 During registration or other scheduled time, receive necessary information regarding the 1:1 program & sign appropriate 
forms (examples located in this document, beginning on page 8).  

 Parents are strongly encouraged to consider doing the following:  

o Have children use Chromebooks in a common area of the home so they can be supervised.  

o Don’t let the student take the Chromebook into their bedrooms at bed time. Keep the device charging in a 
common area of the home. This prevents them from being online unsupervised.  

Student Responsibilities  

 Read, understand & follow the HCS Use of the Internet policy 4.406 (link) and the Student Acceptable Use  
Policy.  

 Monitor all activity on their account(s) and report suspicious activity to a teacher immediately. Any student  can 
perform their own Google Security Check-Up by visiting https://myaccount.google.com/security-checkup 

 Secure the Chromebook after they are done working to protect their work & information. Securing includes 
storing out of sight and in a restricted access location such as a locked school locker.  

 Maintain the Chromebook in good working order.  

Student Activities STRICTLY Prohibited  

 Any violation of the Student Acceptable Use Policy.  

 Any action that violates existing HCS Board Policy or public law.  

 Gaining access to other students’ accounts, files, and/or data (with or without permission).   

 Use of anonymous and/or false communications to mislead, harm, bully, or harass another person is strictly 
prohibited.  

 Bullying as defined in Hardeman County School Board Policy Student Discrimination, Harassment, Bullying, Cyber-

Bullying Intimidation 6.304 (link) 
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Student Conduct and Discipline  

HCS administration reserves the right to assign discipline based on the severity of the student’s action. If a student violates 

any part of these policies and procedures, his/her behavior will be considered as violating standards/guidelines and 

appropriate disciplinary action will be taken.  

Digital Restriction - One possible disciplinary action is Digital Restriction (DR). Students on DR have their Google accounts 

and Chromebooks limited to only approved district curriculum and websites. This may result in alternative assignments for 

those students in certain situations. Teachers are notified when a student is placed on DR.   

REPAIRING OR REPLACING THE CHROMEBOOK  

Family Responsibility  

HCS provides Chromebooks to students to enhance their education. It is important that parents/guardians stress to their 

children how important it is to take care of these tools while in their possession. HCS has established a nominal fee structure 

which will help insure these devices against malfunction or accidental damage.   

Fee Structure (Annual Technology Maintenance Fee (per device) - $30)  

The District Technology Fee is collected at the beginning of each school year, upon registration, or when a student is 

specifically assigned a Chromebook to be used off-campus.  Other fees will be collected when an incident occurs.  

The Technology fee covers up to two incidents of ACCIDENTAL damage to the Chromebook. For subsequent incidents of 
accidental damage, the student/parent is responsible for the full cost of the repair.  If the maintenance fee has not been paid, 
the student/parent is responsible for the full cost of the repair.  

 Damage caused by negligence or deemed as being with malicious intent (as determined by the school administration) is 
not covered by the Chromebook Maintenance Fee. The student/parent will be responsible for the cost of the 
repair/replacement.  

 Damage to or loss of power adapters is not covered by the Chromebook Maintenance Fee. Replacement power adapters 

will be provided at a cost of $45.   

 Damage to or loss of the Chromebook case is not covered by the Chromebook Maintenance Fee.  Replacement will be 
provided at a cost of $20 

All checks should be made payable to the student’s school. Any fees assessed are expected to be paid within two weeks unless 

alternative arrangements have been made with the Hardeman County School’s Accounting Department.  

Damage  

If a Chromebook becomes damaged, the student should report the damage to the student’s school librarian as soon as 

possible.  The charger must be included with the Chromebook. If a Chromebook repair/service will take longer than 24 hours, 

a loaner Chromebook may be issued through the base school librarian, subject to availability, and the original case will be 

used to protect the loaner Chromebook. All signed agreements and policies will remain in effect during the use of the loaner 

Chromebook.  

Lost or Stolen  

In the event the Chromebook is lost or stolen, the student/parent/guardian must immediately notify the school administration. 

The Lost/Stolen Equipment Form (see page 12) will need to be filled out by the school with the parent/guardian signature. The 

school will then notify the librarian and HCS Technology Department. Upon the discretion of school administration, a loaner 

Chromebook may be issued, subject to availability.   
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Hardeman County Schools Student Portable Device Agreement 

Affix Asset Tag and Serial Number   

Label HERE 
PLEASE PRINT  

Date: Location: (Base School)  

Last Name: First Name:  

Accessories:  

While the device is in your possession, you agree to the following:  

1. Legal title to the property belongs to Hardeman County Schools. Your right of possession and use is limited to and 

conditioned upon your full and complete compliance with this agreement and Hardeman County Schools Student 

Acceptable Use Policy 4.406. (A signed Student AUP must be on file before device is released.)  

2. You are responsible for the proper use and operation of this device. You must comply with all of the Hardeman County 

Schools Board Policy, which includes Care of School Property Policy 6.311.  

3. Any software and applications that you install will be for HCS purposes and within copyright guidelines. 

4. You will not delete or remove software that is already installed.  

5. You will not copy software from this device to another device that is not school property.  
6. You will not change any of the original settings on this device (excluding settings needed for data connection)  

7. If loss or property damage occurs to this device while in your custody or due to misuse, you agree to take care of the 

financial obligation related to this event. Loss or theft of the property must be reported to the District by the next school 

day after the occurrence. A police report must also be filed and a copy submitted to the base school office. 

8. You will present this device with its bag, cords, and cables for check-in at the end of the school year at your base 

school. The return date will be determined by your base school.  

9. Home use is limited to the HCS Student listed on this form or other Virtual Platform students in the same household.  

No allowing borrowing of accessories.  

10. Device is provided for educational purposes. The parent/guardian will accept full responsibility for the actions of the 

student using this device.  

11. Device is HCS property and is subject to inspection at any time.   

Note: If the cost of repair or replacement for the above item is determined to be my responsibility, 
Hardeman County School System will be reimbursed within thirty (30) days of the reported loss. If not 
reimbursed, within 30 days, payment details will be arranged with the Accounting Department.  

Check-Out Signatures: (Please Sign, DO NOT PRINT) Signature indicates that you agree to all the 
device guidelines contained within this document and the current Student Acceptable Use Policy.  

____________________________________________ ___________________________________________________ 
Student (Date) Parent/Guardian (Date)  

Check-In Signatures: (Relieves Student and Parent/Guardian of obligations listed above.)  

____________________________________________ ___________________________________________________ 
Student (Date) Parent/Guardian (Date)  

Original Form: Technology Department CC: Base School Librarian  

*Note: If device issued as part of student’s IEP, HCS SPED Department must receive a copy of the Student Portable Device Agreement.  
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Hardeman County Schools 

Student/Parent District Technology Fee Agreement 

Name of Student:_________________________________________ Tech Fee Paid:  __________________ 

Payment Method: Cash ● * Check Number:______ *Please make out check to the base school.  

Asset Tag:______________ Date: 

_________________ 

Hardeman County Schools (HCS) students are required to have a Chromebook for their educational use during the school day, to expand 

learning beyond the classroom, enhance teaching opportunities, and improve student achievement. A technology fee of $30 per device will 

need to be paid before releasing access to the Chromebook. This non-refundable fee covers an accidental damage protection plan for district 

Chromebooks that would eliminate financial obligations for up to two accidental and unintentional damage incidents to the Chromebook. 

This protection plan does not cover damage to the AC adapter or case.  Students are expected to follow usage guidelines and to use caution 

in handling the equipment.  

Chromebooks may not be tampered with or repaired by anyone outside of the HCS Technology Department.   

Any damage that may have been caused deliberately or through misuse or neglect will be classified as vandalism. Students will be billed the 

cost of repair and face disciplinary action.  

Thefts must be reported to the student's school immediately and the Lost/Stolen Equipment Form must be filled out by the school with the 

parent/guardian signature. The district will not cover loss or theft. Students/parents are responsible for replacement costs.  

The Chromebook, charger, and case must be returned at the end of the school year or prior to the date of withdrawal. Failure to return 

each of these items will result in an obligation equal to the value of the equipment.  

Students must submit this completed form and technology fee payment to the student’s base school in order to 
receive a district Chromebook.   

Checks should be made payable to the student’s base school. Cash will also be accepted during pickup.  

*************************************************************Cut Here****************************************************************** 

Completed During Pickup  

Student Name:   

Student Signature: Date:  Parent/Guardian Name:   

Parent/Guardian Signature: Date:  Is the case included?: Circle one) YES NO  

Tech Fee Paid: Yes ☐*No  ☐ 

Payment Method: Cash ● Check Number: _____  

*Note: If a tech fee is not paid, the parent/guardian understands that he/she will be responsible for all repair costs. 
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LOST/STOLEN  

EQUIPMENT FORM 
School Location:  

Student Name:  

Parent Name:  

Parent Contact 
Information: 

 

       Incident Information:  

Type of Equipment:  Equipment status (must check one):  

☐Lost        ☐ Stolen (must file police report)
 Incident Date:  In accordance with the Hardeman County School 

System Student Portable Device Agreement, the 
parent/guardian is responsible for the entire cost of  
replacement in the event that the HCS-issued  
equipment is lost or stolen. 

If stolen, Police Report Reference No. (attach copy): 

Description of Incident (write briefly what happened to the equipment): 

Comments (if any):  Technology Fee Paid ( If paid, will be 
deducted  from replacement cost):  

Yes No 

Equipment Information: Total Cost (Less Tech  Fee):  

Equipment Make/Model Number:  Asset Tag/Serial Number: 

Equipment Cost:  Originating Purchase Order (if known): 

Additional Accessories Description (case, tablet pens, etc.):  Accessory Replacement Cost/Originating Purchase Order 
(if  known): 

Signatures:  

Parent/Guardian        Date  

School Administration       Date  

Technology Coordinator       Date  

Program Funding Source Administrator     Date  


