
2024 Middle School Policies & Agreements  

This page provides a one-stop shop for parents and students to acknowledge their understanding and 
willingness to comply with the relevant policies and processes as part of the BCCC Middle School.  
Please read carefully, tick the relevant boxes, and complete all the information on this page.  

Please Tick 
POLICY / PROCESS DESCRIPTION Parent Student 

Middle School Information Technology (IT) User Agreement: 

As the student: declare that I have read the conditions outlined in the Secondary IT 
User Agreement. I hereby agree to comply with all requirements as set out in these 
documents.  

As the parent: I consent to my child accessing the various information and 
communication technology resources through the BCCC network (including email, the 
Internet, Cloud, and services provided through third parties) on the terms set out in the 
Policy, Code of Practice, and User Agreement.  
Secondary Mobile Phone Policy: I acknowledge that I have read and understand the 
conditions of the mobile phone policy and agree to comply with these requirements. 

• Yes, I/my child will bring a mobile phone to school.
• No, I/my child will not bring a mobile phone to school.

My child’s mobile phone number is:  
Uniform Policy (WHS0031) I declare that I have read the conditions outlined in the 
BCCC Uniform policy and agree to comply with all requirements as set out in these 
documents.  
Science Lab Safety Contract: We understand the importance of a safe lab 
environment.  Non-compliance will result in a student being asked to leave the lab 
without the opportunity to make up the experiment. We accept the consequence of 
failing to comply with this contract.    

Student First Name & Last Name Student ID Number Student Signature Date Signed 

Student Laptop/iPad device Asset ID number 

Parent First Name & Last Name Parent Signature Date Signed 


	CARING FOR YOUR LAPTOP
	Carrying and storing your laptop
	 The laptop should be switched off before being placed into its carry case.
	 Always store the laptop in its carry case.
	 Do not store other items in the case with the laptop such as headphones, USB sticks, books and papers as they can cause damage to the screen.
	 Be careful with the laptop while it is in your backpack.
	 Do not drop your backpack from your shoulder.
	 Always place the laptop case down gently.
	 Be careful when putting the laptop in the car or bus that no other items are on top of it and nothing will roll on to the laptop case.
	 Try to avoid moving your laptop around when it is on.
	 Before switching it on, gently place your laptop on a stable surface and then switch it on.
	Operating Conditions
	Do not place objects on top of the laptop and never carry it around while it is turned on and in an active mode.
	Avoid exposing the laptop to direct sunlight or sources of heat such as desk lamps. Avoid exposing it to dust, dirt, rain, liquids or moisture, heavy shock or vibration.
	AC Adaptor
	Connect the adaptor to the laptop. Do not step on the power cord or place heavy objects on top of it.
	Keep the cord away from heavy traffic areas.
	Do not wrap the cord too tightly around the power adapter box or the cord may become damaged.
	When unplugging the power cord, pull on the plug itself rather than the cord.
	Power Issues / Battery / Charging
	New technology gives much longer life to modern batteries in computers. The battery in your laptop should give six–eight hours, sufficient for the school day.
	It can be used whilst connected to the power outlet if needed. Having the laptop connected to power is not usually required as the laptops run effectively when fully charged. Students should bring the laptop to school each day fully charged. Students ...
	In special circumstances a student may request a Head of School to charge a student’s laptop.
	LCD Screens
	LCD screens are delicate – they don’t like being poked, prodded, pushed or slammed.
	Never pick up your laptop by its screen.
	Don’t slam the screen closed and always be gentle when putting your laptop down.
	Remove any items such as headphones, pens, USB sticks before shutting the lid as these will damage the screen. It is strongly advised that all users are aware of the care required to look after the LCD screens. This is the main repair task that the Co...
	To clean your LCD screen:
	 Switch off your laptop
	 Lightly dampen a non-abrasive cloth (such as microfibre) with water and gently wipe the screen in a circular motion
	 Do not directly apply water or cleaner to the screen or any part of the device
	 Avoid applying pressure to the screen
	COVER AND REPAIR OF YOUR LAPTOP
	Warranty
	The laptops are covered by a three-year manufacturer’s warranty that covers hardware failure. The College’s IT Services Helpdesk assess and oversee all laptop warranty claims in collaboration with the device provider. The three-year warranty does not ...
	Backup and Data Storage
	It is important to keep backups of critical student work. There are a number of options students should consider. Work should be saved to the student’s OneDrive for Business Storage. This should be regularly backed up to a USB device or a portable USB...
	Faulty Devices and Repairs
	If a laptop is faulty or needs repair, technical support is available through the IT Services Helpdesk. A loan laptop will be provided while the machine is being repaired. The loan laptops are for daily use only and need to be returned at the end of e...
	Repairs can take a minimum of 7 days and may take longer based on the level of damage.
	If the device is kept by the IT Team longer than 7 days, the student will be notified via their Pastoral Care Teacher.
	If there are any outstanding invoices for previous repairs, they must be settled and paid for before subsequent repairs can be undertaken.
	If the laptop or accompanying accessories are lost, stolen or damaged through student negligence, the family will be invoiced to replace or repair the device.
	The warranty will be void if laptops are taken to an alternate repairer than the school’s repair.
	Loss and Damage Policy
	Students should ensure that every effort is undertaken to look after and protect their laptops. In the event that a laptop is damaged, it needs to be brought to Head of School as soon as possible.  An IT ticket will need to be logged and the details o...
	Repeat offenders may have access to their devices limited and may need to negotiate special provisional access to a device with the Principal depending on the nature of the offences.
	If a laptop is lost or found, it must be reported and/or returned immediately to IT Services. Parents will be liable to pay the replacement cost in such instances. It is the user’s responsibility to report stolen laptops to the nearest Police Station ...
	Technical Support
	Students experiencing technical and/or software faults should proceed according to the following steps:
	1. If the computer has an obvious hardware fault (screen or keyboard not working) then it should be taken to IT services where the vendor will be contacted for support, if required.
	2. If the laptop has any other issues, it should be taken to IT services so the technicians can determine what repairs are needed. For significant performance issues, a re-image may be necessary. A re-image will completely wipe the laptop to its origi...
	3. Installing programs or changing settings is strongly discouraged, as making changes will impact on the performance of the machine. Students do so at their own risk. Peer to peer software, torrenting programs or the use of UltraSurf or any other pro...
	What do I do if my laptop is faulty or damaged?
	Step 1:
	Laptop is not working properly or has been damaged.
	Step 2:
	Student takes the laptop to Head of School and explains. Do NOT take the device to outside repairers otherwise the warranty will be voided.
	Step 3:
	Head of School logs a ticket with IT with accurate and precise details of the fault/damage and how it happened.
	Step 4:
	If the fault is seen as a product failure (evaluation by Manufacturer), the laptop is repaired under warranty. If the fault/damage is seen as accidental, the laptop is repaired under warranty. Students receive one free accidental damage repair per yea...
	If the damage is due to negligence, the relevant Head of School will meet with the student to discuss circumstances of damage. Any behavioural issues will be dealt with and parents will be advised of the fee to be paid for the repair.
	Step 5:
	Repairs to laptop will commence (taking a minimum of 7 days and may take longer depending on level of fault/damage). If required, an invoice for the repairs will be sent to parents.
	Student is issued with a loan laptop for use during the day ONLY. The loan laptop needs to be returned at the end of every school day.
	Step 6:
	The laptop is fixed, the IT Services Helpdesk will contact the Pastoral Care Teacher and student is able to collect the laptop and continue with their learning program.
	FREQUENTLY ASKED QUESTIONS
	Can students bring their own laptops from home?
	Private laptops are not allowed due to significant problems with compatibility of operating systems, batteries not lasting for the entire day’s learning and licensing requirements. The policy allows all students to learn from identical devices with a ...
	services setup.
	What happens if a laptop is lost or stolen?
	If the laptop is lost within the College grounds it must be reported immediately to IT Services for follow up. If the laptop is lost or stolen outside the College, it is the user’s responsibility to report it to the nearest Police Station and provide ...
	Do I need to get insurance for the laptop?
	The College encourages families to take out private contents insurance to cover the student laptop, should it get lost or stolen. If the lost/stolen laptop cannot be recovered, then those with insurance will be able to claim under their policy and a n...
	IT Services.
	Does the College load the software?
	Each device will be loaded with a Blakes Crossing Christian College approved software image configured for use on the College network. The image will contain operating system software, anti‐virus software, standard Microsoft software and Adobe Collect...
	add upgrades.
	How do students get technical support during the day?
	If a student is experiencing issues with the laptop then it should be taken to the IT Services Helpdesk so the IT Support Officer can determine what actions need to be taken. If the computer has an obvious hardware fault (screen or keyboard) then a jo...
	files are backed up before reimaging.
	Can student laptops be personalised?
	As the laptops are the property of the College, they are not to be altered or personalised in any way that is not completely reversible. Labels or stickers are not permitted. The asset tag and serial number sticker on the bottom of the device must not...
	cost will be incurred.
	Will computers be checked for inappropriate material?
	The laptop will not be specifically scanned for inappropriate software. However, if a student is detected with inappropriate material or virus-related software then the unit will be reimaged, and the student will
	receive consequences from the relevant Head of School.
	What is the warranty on the laptops?
	Blakes Crossing Christian College has three-year warranty on each laptop, but this does not cover any loss, theft or damage at home or
	during travel to and from home.
	Can students install their own computer games, music and personal software on the laptop?
	Installation of software needs to be compatible with the supplied Windows operating system. Software installed without advice from IT Services Helpdesk may have unknown impact on the stability and security of the device and so it is advisable for stud...
	Should students be backing up their laptop?
	Students are always expected to back up their work as a normal housekeeping operation. Portable Hard drives, USB Sticks and OneDrive are the various methods that students can use to back up their work. The College recommends using OneDrive as this can...
	Do the laptops get system and software updates?
	Yes. Microsoft Updates are automatically downloaded to each computer. Updates to software installed through the College will be automatic and scheduled to not conflict with student use.
	Will an internet filter be installed on the laptop?
	The College’s internet connection is filtered at a server level so that students operate in a safe environment. There will not be specific filters installed on the laptop so access at home will be under parent’s supervision.
	Where will laptops be stored during the day?
	During the College day when the devices are not being used (lunchtime, PE practicals), the devices should be securely stored in a student’s locker. The device must be properly powered off prior to storage to preserve battery life and to prevent heat b...
	What happens if a student comes to the College and the laptop is not charged?
	It is the responsibility of the student to ensure that the laptop is charged each night. Students will not be permitted to recharge laptops in the classrooms as per Work Health & Safety regulations. In special circumstances, students may request a Hea...
	Who owns the computer?
	The laptop remains the property of the College unless the family chooses to purchase the laptop when the student leaves the College. This enables the College to provide the software needed and maintain ongoing technical support while the student is e...



