Hamden Public Schools Equipment Usage Agreement 
and Summer Technology Use Waiver
All desktop computers, laptops, iPads, projectors, printers and other technology equipment purchased through the Hamden Public Schools District are for use by Hamden Public Schools students and staff. The equipment is intended to be used for the advancement of teaching and learning, maintaining records and reports, and otherwise managing the necessary supports required to successfully implement school and district programs.

Technology equipment provided for use by staff and students is HPS property and intended for HPS work/business.  Equipment should not be seen as available for personal use.  Computer users are reminded that anything done on HPS computers or other devices can be viewed by HPS administration and technology staff, including storage of photos, email, documents, Web browsing history (even If erased) and any other files or applications created, stored or viewed on the equipment or HPS Network.

As stated in the district Acceptable Use Policy which is signed by each employee, users are expected to use the equipment in a responsible and careful way. This responsible use of equipment is expected both on and off of school property. In the event of loss or theft of HPS equipment off of school property, users are expected to pursue claims through their own insurance and reimburse HPS for replacement costs. HPS technology staff will provide assistance as needed to determine replacement value of lost equipment.
Further, the summertime is the only period when the Hamden Public Schools technology department has full access to update and otherwise maintain hardware.  This time is critical to the proper maintenance of our equipment, to ensure its maximum lifespan and improve functionality during the school year. 
It is our district policy NOT to permit computers and other technologies to remain with 10-month employees during the summer break.  If an HPS staff member requires the use of a laptop or other device over the summer because of summer school employment or curriculum writing, they may request to have use of the needed device over the summer. This request is done through the completion of the WAIVER FOR SUMMER TECHNOLOGY EQUIPMENT USE form (see below). This form must be completed and then signed by the administrator/supervisor who has knowledge of the employee’s need for the equipment (usually the principal or curriculum director) and returned to the Director of Technology’s office by the stated date.  Employees will be notified a minimum of one week before the end of the school year of approval or denial of their request. 

If the waiver is granted, technology used must be returned to Central Office within three days of the end date of the curriculum writing or summer school sessions. Staff members who receive the waiver agree to pick up their devices from Central Office upon returning in August, rather than from their home schools.
WAIVER FOR SUMMER TECHNOLOGY EQUIPMENT USE - 2017
PLEASE NOTE: This summer in particular, it is essential that critical security updates are performed in order to strengthen our barrier against electronic threats – including viruses, spam and randsomware. For this reason, extremely limited access to portable technology will be granted this summer. 
                     _______________________________________________________
Complete this form to request a waiver to use HPS technology equipment for HPS work in the summer of 2017.  The completed form must be signed by the employee requesting the waiver as well as a principal or director who can verify the need for summer equipment use.  Signed forms must be submitted to Kathy Accettullo (kaccettullo@hamden.org), HPS Central Office, by Friday, June 2, 2017 in order to be considered.  No requests will be considered after that time. Notification of granting or denial of waiver will be provided by June 9, 2017 via HPS email.
Name: ______________________________

School: ______________________________

HPS Email Address:  ________________________________

Job/Position (Grade/Subject): _______________________________________

Reason for Request (check all those that apply):

· I will be working in HPS Summer School (specify dates) _________________________

· I will be writing curriculum (specify subject area and dates) _______________________

· Other (please specify, including dates)  _______________________________________

Additional Comments:________________________________________________________
Administrator who can verify your ESSENTIAL use of the requested equipment this summer:

Name of Administrator: _____________________________

Signature of Administrator: ___________________________  Date _________________
I have read the HAMDEN PUBLIC SCHOOLS EQUIPMENT USAGE AGREEMENT and WAIVER FOR SUMMER TECHNOLOGY EQUIPMENT USE form.  I am requesting that I be approved to use the equipment stated above for HPS work this summer. I agree to return the equipment to Central Office within 3 days of completion of HPS summer work. I further agree to pick up my device on August 24 or August 25, 2017, between the hours of 1:00-4:00pm.
Signature of Employee Requesting Waiver: ______________________________________

Date: ________________________________________
