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KHS-K Protocol for Teachers to Checkout the iCart

((((((
1. It will take approximately 2 hrs to fully charge the computers in the iCart.

2. When moving the iCart, turn the iCart off first before unplugging from the wall.  When plugging the iCart back into the wall, please turn the cart on first before plugging into the wall outlet.

3. Make sure all the lights are on when charging the computers in the cart.

4. The dial on the left side of the cart is the timer.  Please don’t touch it.

5. If you want to use the outlets on the top of the iCart, make sure to plug the right side power cord into the wall.

6. When students are charging the computers while in use, please make sure to plug in the computers to the surge protectors provided with the cart.

7. The iCart calendar will be available for the whole year and it will operate on a first come, first served basis.  Currently, it is a paper calendar that is stored with the iCart Manager.

8. Teachers must share and be fair!!  Teachers should consult their peers on the use of the iCart when reserving for a long period of time.  The longest a teacher should be reserving the iCart for is a maximum of two weeks at a time.  If a teacher needs it for longer than that, s/he may negotiate with the other designated teachers on the same floor.  

9. If a teacher has the iCart for more than one day, s/he must return the iCart to its “home” location at the end of each day.  

10. When storing the iCart, please secure the iCart doors using the lock provided. Please get the combination or the key from your iCart Manager.
11. If a teacher will not be needing to use the iCart but has been scheduled to use it, please cancel 24 hours in advance so others may use it.
12. If a teacher will be absent, please reserve the Computer Labs for the Substitute because Subs haven’t been trained on the iCart use and they don’t have a login.  
13. It is the teacher’s responsibility to care for the iCart.  Please do not entrust students with the care of the iCart. Please see the Daily Check-off List as a reference when instructing students on the use of the iCart and its contents.

14. Please complete the iCart Usage Form using either the paper form until the online form is operational.  Filled Usage Forms should be placed on the iCart Clipboard.

15. Any unresolved issues about iCart use or management will be addressed by the Department Head(s) involved. 

16. There is no loaner pool for the iCarts right now.  Thus, if a teacher runs into problems with the iCart, please contact the Help Desk at 143-6370 or help@ksbe.edu, record it on the iCart Repair Log Sheet, and then report it to the iCart manager right away.
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Teacher Responsibilities for Using iCart & Macbooks
(Students are not allowed to check out, replace, or remove Macbooks in the iCart!

Daily Check-Off List for Using iCart and Macbooks

Initial Checkout

· Inventory iCart system before removing computers

	· 25 Macbooks
	· 25 Internal AC Power Adaptors

	· 25 External AC Power Adaptors
	· 4 Power Strips


· Configure room so that power strips area is accessible to wall outlets (Plug power strips into wall outlets)

· Plug iCart power cable into the nearest wall outlet

· Wait for Cisco access point to go through its start up process (10 minutes)

Student Distribution

· Students should retrieve their assigned numbered computer and accompanying accessories

· Plug external AC power adaptors into the power strips

· Remind students to send documents to the printer in your own classroom

· If the iCart will be used after you on the same day, instruct the students to log off and simply close the laptop covers to save time for the next users.

· Instruct students to “Shut Down” and not just close the top of the Macbook at the end of the day (Double check to see if light on the laptop is ON or OFF).  

· Place Macbooks in its appropriate place on the iCart shelf 

Final Checkout and Securing of iCart
· Check physical condition of Macbooks (missing keys, Macbook shut down properly, etc.)

· Check to make sure all internal AC power adaptors are securely set in the power outlets of the iCart (Double check if adapters are secure)

· Plug internal AC power adaptor into Macbooks for overnight charging (Macbooks with adaptor should be facing out and check light to make sure adaptor is in and charging)

· Place external AC adaptors on Macbooks with electrical cord wrapped up neatly and wire secured with attached clip

· Inventory iCart system

· Lock doors of iCart

· Return iCart to its assigned storage location
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If you experience any problems, please report your problem to the 

Help Desk at 143-6370 or help@ksbe.edu and to the iCart Manager.  

