Activboard Responsibilities
1. When “Clean Filter” appears on the screen – it must be done as soon as possible or the bulb life is shortened.  Debbie will assist you the first time and show you how it is done. It is highly recommended that it is cleaned on a monthly basis. 
2. Keep dust off of top of LCD so that the filter does not clog up.
3. Do not leave LCD on when not in use.

4. Please be sure when you leave at the end of the day that the LCD is actually OFF and NOT in the NO Show mode.  
Activotes/Expression Distribution
1. If you are trained in Activexpressions, you will be given one of these sets to use.  Sandi Reeves can show you the one button you have to click to use them in place of the Activotes.

2. During heavy use time:  votes/expressions have a 3 day maximum checkout time.

3. Votes/expressions must be picked up and delivered on the reserved  days.  The library will no longer pick up equipment from your room that you didn’t return on time. 
Laptop Cart Responsibilities

1. Work within your department to reserve the cart – Make reservations on the calendar located on the cart (we need for documentation).
2. Laptop carts must be kept clean and free of all misc. items so that they are ready for others to use.

3.  Laptops must be kept in numerical order and in the correct slot.

4. RECORD THE NAMES OF STUDENTS BY THE APPROPRIATE NUMBER ON DISTRIBUTION SHEET. (sheets will be collected at the end of every month)
5. Make sure wire/chargers are behind the laptop.

6. No food, gum, drinks (including water) or snacks while using the laptops. This includes students coming up during lunch.

7. Remember – there is no one cleaning up behind you – so if the cart gets messy – someone from your department has to straighten it up.

Laptop Cart Maintenance
1. Make sure all laptops are completely shutdown (no lights are showing) before the lid is closed.

2. Students must be monitored at all times while using the laptops!  Teachers are required to walk around the room and monitor sites that are visited. You are responsible for what students do with the laptops while in your classroom.
3. Keep laptop cart plugged in, with the red switch on when not in use (so that they continue their charge and are ready for use at any time).
4. Use troubleshooting sheets for issues. (located in folder on cart and in this packet)

5. If issues can’t be resolved, contact Computer Coordinator. (includes changed backgrounds, unique cursers, etc…)

Technology Roles

Sandi Reeves (ITRT) – Instructional Technology Resource Teacher
Office in library/Ext. 34032
· Plans appropriate technology training opportunities and staff development for instructional staff.

· Provides support to instructional staff in the identification of appropriate applications of instructional technology.

· Plans collaboratively and conducts model lessons that demonstrate the integration of instructional technology.
· Monitors trends in technology and shares with instructional staff

· Searches for websites that would be beneficial to classroom instruction.

· Assists in developing long and short range plans for acquisition and utilization of technologies.
· Maintains teacher laptop inventory
Debbie Johnston  - Computer Coordinator
(EXT 34030)  Contact via email and/or trouble ticket.  
· Troubleshoots equipment and network problems (ex: synchronization and wireless issues, laptop not working properly, etc.)  Communicates unsolved problems to Central Office
· This includes student laptops, computer labs, school-wide printers and teacher laptops

· Maintains inventory of computer hardware and software within the school.

· Communicates and coordinates requests for hardware, software and supplies

· Installs software
WBMS Lab Use Guidelines




 HYPERLINK "http://www.google.com/imgres?imgurl=http://www.d91.net/LRC/MG LRC/Computer-Cartoon.jpg&imgrefurl=http://www.d91.net/LRC/MG LRC/index.htm&usg=__rUSRz7nEnu3vYy2ew4euzHwPVbQ=&h=364&w=441&sz=40&hl=en&start=0&sig2=zojooudivG6DH2po16OpiA&zoom=1&tbnid=S7GPykWbVxnX-M:&tbnh=132&tbnw=158&ei=p41BTYDSDc6_gQfI9sD4AQ&prev=/images?q=cartoon+computer+lab&um=1&hl=en&client=qsb-win&rlz=1R3GZAZ_enUS346US347&biw=992&bih=560&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=441&vpy=69&dur=2031&hovh=204&hovw=247&tx=114&ty=99&oei=kI1BTeaBJoL2gAfC8pDQAQ&esq=9&page=1&ndsp=15&ved=1t:429,r:2,s:0" 


Lab Locations

105
30 desktops plus printer

109
26 desktops plus printer (NOT AVAILABLE DURING THE 2011/2012 SCHOOL YEAR)
117
30 desktops plus printer

217
30 desktops

230
30 desktops plus printer

Reservation Guidelines

Labs may be reserved for a maximum of  three (3) consecutive days per class, not teacher.

Labs should not be reserved on a weekly basis.

No lab “hopping” please
Exception

**If you find a lab available on any given day, you may use it regardless of the above guidelines. 

Lab 109 will be used as a “partial” day lab – DOES NOT APPLY 2011/2012
· Reservations requiring no more than three periods per day.

· Two-weeks between individual “class” reservations

· This will provide a way for multi-grade level and multi-subject area teachers to fairly have lab time for each different class and will prevent them from reserving other labs for partial days.

Formal Testing Guidelines

Formative Assessment, ARDT and SOL testing will have priority during those testing windows.

	English
	105

	PE/Electives
	109 void

	Science
	117

	Math
	217

	Social Studies
	230


Final Exams
Each department  will be assigned a lab for use.

· Teachers within that subject area will create a schedule.  It many cases, online tests do not utilize the entire 90 minutes so two teachers may be able to administer an exam during one exam period.  
· Labs may be used only for exams on exam days
· All exam reservations per department should appear on the calendars by May 21st.  Any labs not scheduled for exams after this date will be available for reservation by anyone on a “first come first served” basis.

Lab Etiquette

Make reservations using Outlook calendars.  Below is how reservations should appear:


Reeves (1,4,6,7)
or
Reeves (all day)

If your plans change and you are not going to utilize a lab, remove your name from the calendar and email the faculty.

Inclement weather does not affect calendar reservations.  If we are not in school on the day of your reservation, you lose your day.

Substitutes may not take students to a lab or use student laptops within the classroom. 

· Opens the door to many issues:

· Sub not comfortable with technology

· Sub doesn’t know procedures and students take advantage

· Issues with the technology arise and plans can’t be carried out

· Ex:  Wireless goes down, laptop doesn’t work, etc.

· We do not have “sub” laptops available for use with the Activboards

· If you choose to leave your laptop for the sub be sure that he/she is comfortable with using the features needed to carry out your plans and leave alternate plans that don’t involve the use of your laptop and/or board . . . just in case.

Treat the lab as you do your own classroom:

· Assign students to specific computers; KNOW who uses which computer

· Hold them accountable for what they may do

· Prior to a class leaving the lab:

· Make sure they log off if they logged in as themselves

· Visually scan the room and look at the screens making sure that they each look as they should.

· Ex:  Icons haven’t been re-named, hidden, re-arranged, etc.

· Keyboards and mice are placed neatly in front of each computer

· Trash is thrown away

· If it is your last class in the lab have students shut down (click “Start”, “Shutdown”) each computer and turn monitors off.

· Verify that this happens prior to dismissing students

· Erase board!  If marks are left on the board they become difficult to erase.

· Submit trouble tickets for any issues that you discover!

Please do not simply place
