
Computer & iPad Lab Guidelines 
 

Teacher 

1. Writing lab, silver lab, blue lab, iPad mobile lab and all mobile laptop labs need to be scheduled at least 
one day in advance.  Please send an email to writinglab.specialist@loganschools.org stating which lab, 
day(s) and periods you need the lab. 

2. If you reserve a lab and aren’t going to use it (e.g., you are sick or change lesson plans) email 
writinglab.specialist@loganschools.org know so it can be assigned to someone else. 

3. All mobile laptop and iPad labs need to be checked out as a whole unit, not just individual laptops or 
iPads. 

4. All mobile lab carts should be locked when not in use.  Please make sure the locks are not showing the 
correct combination. 

5. Model and train how students should carry laptop and iPad. 

6. Assign students to specific computer/iPad, using same computer/iPad in the lab throughout the year 
(unless special groups are working together for a project: in that case one student is responsible for the 
group). 

7. Define and identify inappropriate behavior and misuse of equipment before and during lab time.  

 Damaging or vandalizing computer in any way. 

 Changing backgrounds and settings 

 Going to any web site other than the one that has been assigned 

8. Substitute teachers are not to use the labs. 

9. Test the lesson ahead of time to anticipate questions and problems like not having the software/apps 
you need on the lab you scheduled, or the web site doesn’t allow student access. (Teachers and 
students have different restrictions on the Internet) 

10. If you would like an App installed, free or purchased, you will need to fill out the App request form found 
on the Writing Lab web page under iPad Lab.  Apps will be installed monthly, so please plan ahead. 

11. Make sure you know how to setup and plug everything in before you need to use it.  If you have an 
issue contact a colleague, Cara, Rob, Daryl, Paul or Doug. 

12. Keep all cords on the cart, including plug strips and power cords (wound up to reserve).  If you need a 
long Internet cable email Cara and she will get you one. 

13. Make sure that computer lab door is securely locked when you are not in the lab. 

14. Staff who used lab is expected to leave the lab in a condition that is ready to use for the next teacher.  
Mobile labs should be returned to their secure storage area. 

15. If a computer or iPad has a problem please either enter a work order or email the problem to Elsa. 

 
Student 

1. No food or beverages in labs or around mobile labs. 

2. Please leave iPad in its polycarbonate case. 

3. Students cannot use a computer/iPad without a signed, returned Responsible Use Agreement.   

4. Violating this agreement may eliminate partial or all computer use for a period of time and/or the rest of 
the year. 

5. Purposeful damage or damage due to irresponsible use will result in student paying for equipment. 

6. Students check their computer and keyboard before use, every time and report any damage to the 
teacher, so the previous student will be identified. 


