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The purpose of the Handbook is to provide parents, caregivers and students with information, guidelines and 

conditions of use for the College ICT resources and devices provided as part of the College’s 1-to-1 Laptop 

Program.   It is the responsibility of students and parents/caregivers to read through the Handbook, complete 

required paperwork towards the end of the Handbook and comply with relevant guidelines and conditions of 

use. 

A 1-to-1 Laptop Program has been implemented at the College since 2010 and in January 2015 the devices 

were upgraded to MacBook Airs.  They are provided to all students at the College in Years 7 to 12.  

1. About the College 

Culture Statement 

St Ursula’s College, Toowoomba, a Catholic educational and residential community in the Ursuline Tradition, 
is dedicated to the education and care of young women. 
 
We strive to create learning opportunities that will encourage students to take responsibility for their own 
thinking and learning, so that they may become more resourceful and empathetic young women who seek: 
 

 the development of personal faith and spirituality; 

 participation and leadership in all facets of today’s and tomorrow’s world. 

 
The challenge for all is to model relationships within and beyond our community based on: 
 

 mutual respect; 

 tolerance and acceptance; 

 care for the individual and the environment; 

 interdependence and collaboration; 

 service 

 
so that our students, growing in wisdom, justice and integrity will contribute responsibly to their own 
transformation and that of society. 

 

Our Vision 

A vibrant community, inspiring and challenging future focused learners.   
 

Our Mission 

St Ursula’s College, Toowoomba, a Catholic educational and residential community in the Ursuline tradition, 

is dedicated to the education and care of young women who, by growing in wisdom, justice and integrity, will 

contribute responsibly to their own transformation and that of society 
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2. About the Program 

Rationale: Why a 1‐to‐1 Laptop Computer scheme? 

At St Ursula’s College, we strive to create learning opportunities that will encourage students to take 

responsibility for their own thinking and learning, so that they may become more resourceful, contemporary 

young women. The 1-to-1 Program enhances the diverse curriculum with emphasis on design, creativity, 

innovation and collaboration. The potential of each learner is nurtured and challenged to enable full and 

transformative participation in the contemporary digital world. It also provides innovative, sustainable 

approaches to support twenty-first century thinking and learning. 

The digital, networked world our students are entering demands it. It's a world that requires that our students 

have or develop instant access to information, problem solving skills and the ability to work together with a 

range of people over long distances.  A 1‐to‐1 computer program provides for all this and more. 

Program Outline 

To achieve the vision for Information, Communication and Learning Technology (ICT) curriculum excellence 
the College will provide: 
 

 A platform for engaging students in emerging ICT-centred approaches to teaching and learning. 

 The capacity for teachers to provide access to activities that extend students’ knowledge, processes 
and skills in new and innovative ways. 

 Highly authentic learning experiences that link with, and respond to, real world contexts. 
 
The key principles that underpin the College’s vision for ICT include the understandings that: 
 

 The use of ICTs must be embedded in the learning process across the curriculum. 

 The use of ICTs should be focussed on activities that enhance and expand the learning process. 
 
The St Ursula’s College 1-to-1 MacBook Air Program affords the opportunity for our students to enter a new 
world of curriculum possibilities, allowing authentic engagement and involvement in their learning. Learning 
experiences across the College are purposefully designed to develop the attributes of a transformative life-
long learner. In this way, each student learns to develop and demonstrate the knowledge, skills, practices 
and attitudes necessary to be an engaged, robust 21st century citizen capable of shaping our future. 
 
In this context, the MacBook Air is seen as a learning tool; the computer is not the curriculum, merely a very 
useful adjunct to it. This program will endeavour to explore the many ways that the MacBook Air can be 
harnessed to enhance student learning in the classroom and at home. 
 
The MacBook Air is supplied by the College to all students from Years 7 through to 12 at the College.  
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What the 1‐to‐1 Program is Not 

While the 1‐to‐1 program could easily be seen as students undertaking all of their schoolwork on a computer, 
it is important for us all to consider a range of issues and take into account effective teaching and learning. 
 
The program is not… 

 Students working on computers for the whole school day. This cannot happen as there are health and 
safety issues to consider, physical activity outcomes to achieve and a range of other Essential 
Learnings and Australian Curriculum requirements to cover. Instead, the MacBook Airs are used for 
activities when the teacher/s deems that the device is the best method to achieve a specific outcome 
or meet a specific need for a student. 

 Every student doing the same thing at the same time, which often happens in a computer lab. Instead, 
teachers have the flexibility with the devices to effectively differentiate the curriculum for individuals and 
groups of students (i.e. cater for student needs). At various times during the day small groups may be 
working on their MacBook Airs while other students undertake activities that require other forms of 
communication. 

 Throwing out the basics. Instead, the MacBook Airs are used to engage learners and enhance literacy, 
numeracy and other outcomes. The Essential Learnings, Australian Curriculum and Senior curricula 
require us to teach writing, spelling, grammar, punctuation, numeracy and other basic skills, as well as 
more advanced skills using their computer. At times the computer will be used as a tool for assisting 
the development of these basics. While there are spelling and grammar checks on a computer, students 
will still be taught the important skills of editing and proofreading. 

 Computers replacing the teachers. The utilisation of MacBook Airs will increase opportunities for the 
teacher/s to interact with students providing more individualised attention. 

 Completing all assessment tasks on the computer. Students will undertake a range of assessment items 
including ‘traditional’ forms of assessment and ones that require the integration of technology. This will 
reflect the range of learning experiences that the students undertake. 
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3. About the MacBook Air 

Reasons for the MacBook Air Selection 

St Ursula’s College students have utilised laptops/notebooks and computer labs for seven years.   We have 

received feedback from students, parents and teachers about the advantages and disadvantages of the 

different models of computers utilised. 

Factors that we have taken into consideration in selecting the MacBook Air include: 

 Battery life.   In addition to everyday use at the College, the Federal and State Government is exploring 

the introduction of digital exams.  Battery life has been investigated across a number of devices and the 

MacBook Air was one of the high achievers. 

 Weight.  A review of different devices resulted in the MacBook Air being one of the lightest. 

 Utilisation within our Framework for Curriculum and Learning.  The MacBook Air comes standard 

with a variety of software that is incorporated within our curriculum. 

 Quick start-up of the device. 

 Our experience.  Over the past nine (9) years since the introduction of the 1-to-1 Program at the College, 

we have furthered our knowledge in what has and has not worked within the program.   

What Will Be Supplied? 

 MacBook Air – Specifications include: 

 Precision aluminium unibody 

 8GB memory 

 13.3 inch (diagonal)  LED – backlit glossy 
widescreen display 

 1.8GHz dual-core Intel Core i5 

 Weight – 1.35kg (without case) 

 128 GB flash storage 

 Up to 12 hours wireless web battery life 

 Full size backlit keyboard 

 Multi-Touch trackpad 

 720p HD camera 

 OS High Sierra and built-in apps including iPhoto, 
iMovie and Garageband.   

 Additional applications will be installed as required 
for specific subjects.   Microsoft Office will be 
installed for all machines via the College application 
“Self-service”. 

 Two USB 3 ports (up to 5 Gbps) 

 Thunderbolt port (up to 10 Gbps) 

 MagSafe 2 power port 

 SDXC card slot 

 Antivirus Software - SOPHOS Endpoint 

Protection 

 Cyberhound  

 Clear protective case.   This is not to be marked by the student.  No stickers are to be placed on the case. 

 Protective bag (Tanc bag).  This bag is to be used at all times by the students, including moving between 

classes and between home and the College.    

 Apple power adaptor.   This is to remain at home. 
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These are all required to be returned at the end of enrolment or earlier as requested by the College. 

For 2018, new students will be supplied a new MacBook Air.  This will remain the student’s MacBook Air until 

November 2020. 

 

Ownership and Returns 

All MacBook Airs remain the property of St Ursula’s College, Toowoomba for the duration of the program.  

The rent for use of the property is incorporated within the Technology Levy that is charged by the College.  

The Technology Levy is listed on the Schedule of Fees and is reviewed annually by the College’s Finance 

Committee and Board.  This fee is expected for 2018 to be in the range of $240 to $280 per year per student.  

Confirmation will be provided in November 2017.   International students are charged a separate fee. 

When a student leaves the College, they must return the MacBook to the IT Help Desk one (1) week prior to 

leaving, unless other arrangements have been made.   It must be returned in good working condition 

otherwise an additional fee will be levied to the parent/caregiver to restore the MacBook to good working 

condition.   Good working condition is determined if the device passes the following tests: 

 Power-on test to see if it boots up; 

 Keyboard and Trackpad test; 

 Display test (for cracks or bleeding); 

 External port test (USB ports, Power port and Thunderbolt port); 

 Any other external damage that impedes the functionality of the device. 

If the MacBook Air is not returned at the completion of their enrolment, full replacement cost will be charged. 

The maximum replacement cost is $1,800 and incorporates hardware, software and administration 

charges.  

The MacBook Air will be catalogued and distributed through the College’s Hire System via the IT Help Desk. 
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4. Conditions of Use of ICT Resources 

General 

ICT is of critical importance to schools in facilitating and supporting learning, teaching and other administrative 
activities for teachers, students, parents and administrators. 
 
St Ursula’s College, Toowoomba has established significant computing and communication resources to 
support these activities. These resources include: 

 All network services, computer equipment and software, owned, leased or used under license by the 
College; 

 Computer facilities maintained by other bodies but available for use through an agreement or agreements 
with St Ursula’s College. 

 
St Ursula’s College, Toowoomba is bound by legislation and good stewardship of resources to ensure the 
appropriate use of its ICT. Increased legislation relating to ICT is requiring all organisations to review their 
internal policies and procedures to ensure compliance. 

ICT resources are supplied in line with the following principles: 

 access to ICT is provided subject to need and availability of resources; 

 privacy, confidentiality and respect of the personal rights of others is maintained; 

 the importance of the cost‐efficient use of the ICT is recognised; 

 users engage in ethical, legal and responsible use of ICT. 

 
The Conditions of Use of ICT Resources have been developed to inform users of their rights, responsibilities 
and obligations when using ICT resources, consistent with the College’s requirements that all such resources 
are used in an ethical, legal and responsible manner. 
 
By accessing and using the ICT resources provided by St Ursula’s College, you are agreeing to abide by 
this Conditions of Use of ICT Resources statement. 
 

I. These conditions apply to all St Ursula’s College ICT resources, regardless of how they are 
accessed. This includes access to all installed computers, through to users’ own hardware (for 
example, personal notebooks, smart phones or other similar technology) whether wired or wireless, 
or remote access over the internet through users' own resources. 

II. While staff and students (in particular, ICT staff engaged by St Ursula’s College) may be called upon 
in the course of their duties to undertake activities beyond those permitted by the terms of this 
Agreement, it is expected that any such activities undertaken must be done in accordance with the 
spirit of this statement and at the discretion of the Principal or their representative. 

Education Purposes 

ICT resources are to be utilised primarily for education purposes. 

The MacBook Air comes pre‐installed with software for student use. This software must not be removed. 

Appropriate additional software may be added by the student.  The College reserves the right to carry out 

software, hardware and data inspections of MacBook Airs at any time. 
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An Apple ID is not required by the student as all software and applications required for educational 

use will be supplied and deployed by the College.     

Ethical, Legal and Responsible Use of ICT Resources 

St Ursula’s College requires all users of its ICT resources to do so in an ethical, legal and responsible 

manner. 

 Users of St Ursula’s College ICT resources must be aware that use of these resources is subject to the 

full range of laws that apply to the Internet, communications and to the use of computers, and St Ursula’s 

College policies. Such law and principles includes users' obligations in relation to copyright, intellectual 

property, breach of confidence, defamation, privacy, bullying/harassment, vilification and anti‐

discrimination legislation, the creation of contractual obligations, and other civil and criminal laws. 

 St Ursula’s College’s ICT resources must not be used for unauthorised commercial activities or 

unauthorised personal gain. Actions performed using St Ursula’s College ICT resources must comply 

with the terms of any licence agreed to for the use of software programs and other online resources. 

Copyright and Intellectual Property Rights 

Users must not, through the use of St Ursula’s College ICT resources, copy, download, store or transmit 

material which infringes copyright or the intellectual property rights of others without appropriate approval. 

Such material includes music files, movies, videos or any other form of media. 

Users ARE permitted to copy a REASONABLE PORTION of a digital work without the permission of the 

copyright owner for the purpose of research or study or criticism or review ONLY. 

Users should be aware that actions performed using computer and network resources, regardless of any 

disclaimers that might be made, ultimately reflect on our educational institution and community as a whole. 

This is particularly relevant where users post or submit material in a way that makes it publicly available over 

the Internet. 

Where licences for software and applications can be negotiated with publishers, electronic versions of 

textbooks will be available to the MacBook Airs. Software and applications installed by the College is copyright 

and must not be distributed or removed from the MacBook Air. 

Games and music (other than what is required for educational purposes) are not to be installed on 

the MacBook Air. 

Why is Copyright Important?      

Copyright is important because it gives creators control over their creative works. This means they can decide 

who uses their work, how it can be used and if they will charge a fee to other people who want to use it. This 

gives creators the ability to earn a living from their works and/or to control how their works are used or 

disseminated. 

Copyright Laws 

Copyright laws apply to digital copies of musical recordings and digital video recordings (this includes 

downloading and storing YouTube videos). These files are not to be stored on College owned devices unless 

the recordings are the original copyrighted works of the student, or the storage of music or video on the 

MacBook Air has been expressly permitted by a class teacher or instrumental music instructor as necessary 

materials required for curriculum delivery in the classroom, for homework or for assessment. 

Students are not permitted to listen to digital music or watch digital video recordings on their MacBook Airs 

while at the College unless given express permission by a teacher for an educational purpose.  
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Personal format shifted music and video files are not to be stored on College MacBook Airs. For students 

who wish to listen to music or watch videos on their MacBook Airs at home or in the Boarding House, the 

licensed music and videos should be stored on an external storage device and left at home or in the Boarding 

House. 

 

Fair Dealing 

The Copyright Act states that students are permitted to copy a reasonable (or fair) portion of a digital work 

for the purpose of research or study only. Students can copy and communicate limited amounts of digital 

material under “fair dealing” without seeking the permission of the copyright owner. To rely on fair dealing, 

the use of the material must be fair and for the purpose of research or study and criticism or review.  

How Much is Fair? 

As a general rule, students should copy only an extract of a work and not the whole work. Students should 

only copy what is necessary to ensure that their use is ‘fair’. In limited circumstances, a student may be 

permitted to copy a whole work. For example, a student may need to copy an entire song for Dance. 

For more information on copyright for students, please see the Smartcopying website: 

http://www.smartcopying.edu.au/.  

Security and Privacy 

Users must ensure the security and privacy of information transmitted by use of the ICT resources.  

Passwords should be kept strictly confidential at all times.   For Password guidelines please refer to Section 
10 of this Handbook. 

Users must protect systems, information and accounts by: 

 Using access to ICT resources only as authorised; 

 Respecting the privacy and confidentiality of information that they may come across through access to 
the resources; 

 Only downloading, installing or using properly licenced software for educational purposes; 

 Reporting any breach or prospective breach of network security to the appropriate technical personnel or 
the ICT Services Help Desk; 

 Not creating or accessing any other accounts on the MacBook Air, including the “Guest” account.  

Unacceptable Conduct 
 
Unacceptable conduct by users which could result in a breach of security or privacy includes: 

 Disclosing your password details to another person; 

 Disclosing other private or confidential information to unauthorised persons; 

 Gaining unauthorised access to any systems by any means; 

 Using St Ursula’s College ICT resources to attack or compromise another system or network; 

 Downloading, installing or using unlicensed software programs; 

 Deliberately installing computer viruses or other malicious programs; 

 Accessing or intercepting others’ electronic communications without permission.  

 
Confidential Information 
 

http://www.smartcopying.edu.au/
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Users should not, as a general rule, display personal information about themselves in a way that is publicly 
available.  
 
Where such disclosure is made through authorised avenues (for example, by the use of email or an official 
website), users should be aware that invasions of privacy may sometimes occur and it is outside St Ursula’s 
College's control to prevent such instances from occurring.  
 
 
Users are reminded that email should not be used to send sensitive and confidential information. 
 
Users must, however, be aware that the operation and maintenance of ICT systems often requires the backup 
and caching of data, the logging of activity and the monitoring of general usage patterns and as such, 
complete confidentiality and privacy is not guaranteed.  
 
St Ursula’s College may also be required to inspect or provide copies of electronic communications where 
required to by law, or where the investigation of possible misuse of ICT resources is required. Also, St Ursula’s 
College staff may conduct random checks of MacBook Airs to ensure compliance with College policies. 

Additional Conditions Relating to Specific Resources 

Additional conditions of use will be available on the College’s Learning Management System and will be 

communicated to students when updated. 

Breaches of Conditions of Use 

The breach of these Conditions of Use will be taken seriously and may result in serious consequences.  
Examples of possible consequences range from loss or restriction of access to ICT resources, to formal 
disciplinary action for breach of the Behaviour Management policy (students) or Code of Conduct (staff). 
Cases of serious, deliberate, and/or criminal breach will be referred to external authorities and may result in 
civil or criminal proceedings. 
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5. Specific Conditions for Use of the MacBook Air 

Appearance / Personalisation 

Students must not make changes to the MacBook Air.   A sticker will be applied to the MacBook Air under 

the protective clear case that will include the student’s details.     Identification will also be placed on the 

protective Tanc bag. 

No other stickers, marks or writing may be placed anywhere else on the MacBook Air, the protective clear 

case or Tanc bag.  If non College stickers or marks are placed on the MacBook Air, case or bag, the cost to 

remove these will be charged to the parent/caregivers’ account.   If applicable, the cost of a new case or bag 

will be charged to the account. 

Boarding students are encouraged to label the Apple power adaptor with a College Label Maker. 

Over the life of the program, this device may not be with the same student the whole time. 

Students may purchase and use a silicon keyboard cover which is compatible for the MacBook Air. 

Assessment and Homework 

Students are encouraged to use their MacBook Air for homework and assessment tasks. However, the loss 
of data or hardware malfunction cannot be grounds for the appeal of any assessment task or homework.   It 
is the student’s responsibility to backup all work undertaken on their MacBook Air. 
 
Please refer to the Backup recommendations in Section 9 of this Handbook. 

Charging 

Students are expected to charge their device at home and bring it to school every day fully charged.   The 

MacBook Air is to be completely shut down daily (once per day). 

Students must not bring the power adapter to school as it is easily damaged or lost and may cause a safety 

hazard when plugged into the wall socket. 

Loan devices will not be made available to students who do not bring their device to school fully charged. 

Classroom Usage 

Student MacBook Airs are to be brought to school each day (fully charged).  The classroom teacher will 

manage the use of the MacBook Airs in the classroom. 

No student is to take out or use a MacBook Air without the permission of the classroom teacher. 

When in use, the MacBook Air should be placed on a table or desk, not on student laps or uneven surfaces. 

The MacBook Air should not be carried around whilst the screen is open in the classroom. 

MacBook Airs can only be used in the designated areas around the College during recess and lunchtime. At 

all times this use is confined to educational purposes. Serious consequences will apply for students using 

their MacBook Airs in non-designated areas such as the playground. 

Software may be utilised by Teachers and Boarding Staff to collaborate with the students and monitor the 

use of the MacBook Airs. 
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Caring for the MacBook Air 

General Principles: 

The following general principles of care apply: 

 Food or drink must not be next to the device when in use.   Please refer to Section 8 of the Handbook.  

Should food or drink spill onto or around the MacBook Air, this will be classified as negligence and full 

repair costs will be charged. 

 Cords, cables and removable storage must be inserted into, and removed from the device carefully. 

 Students must not lean on the top of the device and place anything in the case that will press against the 

screen, especially pens and pencils. 

 Students must not poke the screen. 

 The screen may be cleaned with a soft, dry cloth or anti-static cloth. 

 Students must not place anything on the MacBook keyboard before closing the lid (e.g. pens, pencils, 

headphones or USB). 

 Close the lid with two hands, one on either side of the lid. 

Transport between home and the College: 

 The device must be placed in its protective case and Tanc protective carry bag. 

 The device must never be left in any unsupervised area.  

 Drink bottles should not be transported in the same bag as the device. 

 Students must not bring attention to themselves by displaying the device in public. It should be concealed 

in the protective bag at all times between the College and home. 

 In the event that a threat to student safety occurs, students must place their own safety as first priority 

and report the matter to police and the College immediately. 

 Be careful when putting the MacBook Air in the car that no other heavy items are on top of it and nothing 
heavy will roll onto the protective bag.  

Moving around school with the device: 

 When moving around the College students must carry the device in the protective Tanc carry bag. 

 During the school day when MacBook Airs are not being used, the student remains responsible for the 

security and safety of the device.      The device must never be left in any unsupervised area. They cannot 

be left in classrooms during breaks.  When the device is not in use it must be locked in students’ lockers 

inside the protective Tanc carry bag.   Failure to do so may result in confiscation of the device until the 

student can provide evidence of their ability to responsibly secure their College MacBook and possible 

disciplinary action may be taken.  If lost, the cost of a replacement MacBook will be charged to the parent 

or guardian’s account.  

 Secure storage for student MacBook Airs will be provided during outside activities such as physical 

education lessons. 

 In case of emergency, or in the case of the student going on excursion at the end of a school day, there 

will be a limited facility for storage of the MacBook Air at the College. Students are to see the teacher of 

their last class for the day for support in this regard. 

 Students must not carry their MacBook Air while the screen is open, or sit with them on their laps 
in/outside the classroom. 
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N.B.    You still need to be careful with your MacBook Air while it is in the bag.   Do not drop the bag from 

your shoulder. Always place the protective bag gently down. 

 

Other Care Advice 

Avoid exposing your MacBook Air to: 

 Direct sunlight or sources of heat such as desk lamps. 

 Dust, dirt, rain, liquids or moisture. 

 Heavy shock or vibration. 

 

AC Adapter 

 Connect your adapter only to your MacBook Air. Do not step on your power cord or place heavy objects 
on top of it. Keep your cord away from heavy traffic areas. 

 When unplugging the power cord, pull on the plug itself, rather than the cord. 

 Do not wrap your cord tightly around the adapter box. 

 

Keyboard 

 Gently brush your keyboard with a clean soft bristled paint brush or similar to remove dirt. 

 If any key tops are missing or keys are in a damaged state, take your MacBook Air to the IT Support Team 
to be repaired immediately.  

 

Case Cleaning 

 Take a non-abrasive cloth. 

 Spray mild soapy water on to cloth to moisten; do not wet the cloth; do not spray the MacBook Air. 

 Gently rub your MacBook Air casing with the moistened cloth to remove any dirty marks. 
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6. Use of Internet – Safety and Security 

Appropriate use of the internet service is closely monitored and filtering programs provide inappropriate 

content blocking by a regularly updated list of categories and sites. Inappropriate use of the internet is 

unacceptable and is subject to disciplinary action and exclusion from our network, and consequently from the 

1-to-1 MacBook program.  

Internet Usage Logs are reviewed by the designated College staff. Excessive or inappropriate use or attempts 

will result in further action being taken. 

The College uses an internationally recognised program to monitor student (and staff) use of the Internet 

whilst at the College. The student MacBook Airs will have an extension to this program that allows filtering 

policies and procedures similar to those used at the College to be in effect when students are using the 

computer away from the College. Whenever the computer is connected to the Internet, these policies will be 

in effect.  

There are fewer limitations on what the students can do when off-campus, but the College has invested in 

software to assist in limiting inappropriate use of social networking sites (such as Instagram) by monitoring 

the content posted to these sites and advising the College when a student has ‘posted’ or read content that 

has been deemed ‘inappropriate’. 

Cyber Safety 

The College is providing on-going training and guidance to students on appropriate on-line behaviour and 
safety.  The package provided also includes brochures on ‘Cyber Safety’ and what parents can do to work 
with their children and the College. 

Parent Responsibilities – Supervision Strategies 

Whilst the College is taking steps to help limit the potential risks that users can be exposed to, it is expected 
that parents will exercise their own supervision strategies when students are using the computers 
away from the College.  
 
Parents are asked to ensure that the student’s internet access at home is strictly supervised. Free-for-home-
use internet filtering software is readily available on the Internet, but no filtering solution is ever 100% perfect 
so parents need to be vigilant in this regard. All students and parents are required to sign a ‘responsible 
internet and network usage agreement’ which clearly outlines unacceptable and inappropriate usage.  

Parent Education and Induction Program - Prior to devices being issued to students 

 Parents of new students must attend an information session and agree in writing to the terms and 
conditions of the program. 

 All parents and caregivers and welcome to attend the session as a refresher which is held annually. 

 Students must also agree (in writing) to the terms and conditions of the program. 

The Parent Education and Induction program will run for approximately 60 minutes and is mandatory for all 
new parents and students participating in the program. This is usually held at the beginning of Term 1 each 
year.     
 

Parents who cannot attend for some reason may be able to make alternative arrangements, and are required 
to complete the relevant section of the agreement stating that they understand that while they have not 
participated in the induction, they are still prepared to accept all the conditions and responsibilities described 
in the agreement and handbook.     
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Use of the College Wireless Network and Internet Access 

The use of the College Wireless Network and all associated infrastructure are available for educational use 

with student MacBook Airs.  Students are to connect only to the College Wi-Fi.  

While at the College, the Internet is only to be accessed through the College Wireless Network.   Students 

must not utilise their mobile phones as a “hotspot”. 

The downloading of large files may not be permitted due to bandwidth restrictions. 

Students must not attempt to interfere in any way with the Internet Security software or Filtering and 

Monitoring software installed on the MacBook Air. 

Students must not remove or disable the anti-virus software provided nor replace it with another type of virus 

software. 

Specific network settings must not be removed or altered as this could affect the MacBook Air’s ability to 

connect to the College Wireless Network. 

Connecting any unauthorised device to the College Wireless Network is not permitted. 

The use of YouTube is limited to educational purposes only whilst students are at the College.  Access will 

be granted by the classroom teacher during the hours of 8.30am and 3.00pm.  Access to YouTube is 

unrestricted outside of these hours at home. 

Virus Protection 

Viruses have the potential to severely damage and disrupt operations within the College’s computer networks. 
As students have the right to personally use their MacBook Airs, and connect to the internet from home, they 
should take all steps to protect the College’s computer network from virus attacks.  Student MacBook Airs 
have virus protection and Internet Safety software pre-installed, and under no circumstances are students to 
interfere with this in any way. 

Viruses can enter devices through: 

 Removable media such as CDs, DVDs, floppy disks and USB memory sticks 

 Emails and the internet (including web browsing, FTP programs and chat rooms) 

 File download / Network file shares, such as servers and shared folders 

Virus Protection Tips 

 Protect your MacBook Air from virus attacks by scanning your computer for viruses at least weekly. Virus 

definitions updates are managed automatically by the College network. 

 Consider carrying out a virus scan of your MacBook Air after you have accessed the internet or personal 

mail or opened a file from a removable media source. You should carry out the scan before returning to 

the College and connecting to our network. 

 Do not use your MacBook Air to access any email account apart from your St Ursula’s College Email 

account. 

 Do not open any files attached to suspicious or unknown emails. 

 Exercise caution when downloading files from the internet. Save the files to the MacBook Air’s drive and 

run the virus scanner on the file before opening them. 

 Delete chain and junk emails. Do not forward or reply to any of these. 
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 Never reply to spam. Spam email messages can contain viruses that notify a third party of the legitimacy 

of an email address and then add the recipients to the spammer’s database they can also consume a 

large amount of disk space on the server, which slows computer networks.  

 

7. Warranty and Technical Support 

Included within the Technology Levy for the MacBook Air is a three (3) year AppleCare Protection Plan.   

Students are not permitted to modify the configuration of the MacBook.   Doing so will void the warranty. 

For any repairs, the student is to visit the College’s IT Help Desk team.  The team will investigate, organise 

and manage the repairs.   

St Ursula’s College IT Help Desk 

The St Ursula’s College IT Help Desk is open from Monday to Friday at morning tea and lunchtime (and 

before and after school by appointment).  The IT Help Desk is located in Brudazzo (B) Block next to B9. 

Other times during the College day, students may contact the Help Desk for assistance with authorisation 

from their Teacher.   This is for urgent matters only. 

After Hours – Technical Assistance through AppleCare 

Outside of school hours, students and parents/caregivers may call AppleCare on 1300 321 456 at any time 

or via https://www.apple.com/au/support/contact/ .   

The AppleCare team can provide technical, software and hardware support. Note that for additional software 

that has been installed by the College, the IT Help Desk Team should be contacted.   

The AppleCare Protection Plan provides students and parents/caregivers with one‐stop service and support 

from Apple experts, so many issues can be resolved over the phone. Students and parents/caregivers may 

call AppleCare as often as required over the three (3) year warranty period. 

Loan MacBook Airs 

The College will endeavour to provide the student with access to an alternative loan computer where a fault 

has occurred.  The arrangements for this alternative will be as determined at the time of the fault. 

Short term loans will not be made in circumstances such as: 

 When a student does not bring their MacBook to the College. 

 When the battery goes flat. 

  

https://www.apple.com/au/support/contact/
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8. Loss, Theft or Damage to the MacBook Air 

St Ursula’s College, Toowoomba will replace or repair student MacBook Airs if negligence, carelessness, 

inattention, apparent disregard or malice is ruled out.  

In the case of loss or accidental damage, repair or replacements from a pool of similar vintage will be made 

at the discretion of the College.     

The cost for loss or accidental damage per incident is $250. 

 

Where a loss, theft or damage is the result of negligence, carelessness, inattention or apparent disregard for 

the MacBook Air or malice, parents/caregivers will be charged for the repair or replacement cost (whichever 

is less) – as the MacBook Air is a required item.     

The maximum repair and/or replacement cost is $1,800 and incorporates hardware, software and 

administration charges. 

Student MacBook Airs are covered by a three (3) year warranty.  In the event of a hardware malfunction a 
report must be made to the College IT Helpdesk by the student as soon as possible for the warranty repair 
to be organised.  Refer to Section 7 of the Handbook for further information. 

Procedure for Reporting Loss, Theft or Damage 

All instances of loss, damage or theft must be reported by the student to the College IT Helpdesk personnel 

as soon as possible.   

The student will be asked to complete Notification to Parent Form indicating the date that the damage 
occurred and a brief description of how the damage occurred.  The damage will then be documented and 
assessed by the IT Helpdesk and where the damage is not covered under warranty the MacBook Air will be 
provided to an external supplier for repair.   
 
An email will be sent to the parent/guardian which will include a copy of the form and details of the damage.  
The costs for repair will be charged to the school account (charges listed below). 

Theft Procedure 

In the event of a total loss due to theft, a verified police report will be required.   Please contact the Business 

and Finance Manager on 07 4632 7611 to report the theft and to obtain a form for completion with the following 

information: 

 Date of theft 

 Time of theft 

 Location of the theft 

 Brief description as to how the theft occurred 

 If the theft occurred at home, work or from a vehicle etc. 

 If the premises/vehicle were locked 

 Date and time of notification of the theft to the police 

 Police Officer’s name 

 Police Report number 
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MacBook Air Repair and Replacement Costs 

Below is a summary of the repair charges which may be charged to your School account: 
 

Type of Charge Amount Charged 

Loss, theft or damage where negligence, 
carelessness, inattention, apparent disregard or 
malice is ruled out. 

$250.00 per incident 

Loss, theft or damage as a result of negligence, 
carelessness, inattention, apparent disregard or 
malice. 

Invoiced cost to the College by repairer (plus 
administration fee).   Maximum replacement 
cost is $1,800.00 

Indicative costs (effective September 2017) for 
example repairs per incident: 

Display screen – up to $1,500.00 

Keyboard –$400.00 

Cracked or damaged clear case  $60.00 (for each replacement)  

Damaged Tanc bag (protective bag) $80.00 (for each replacement) 

Removal of permanent pen marks from MacBook 
Air 

Invoiced cost to College by repairer (plus 
administration fee) 

Replacement Apple power adapter $140.00 (for each replacement) 

Negligent use or the installation of non-approved 
software/applications 

$50.00 (administration fee) 

Non-return of MacBook Air to the College when 
student leaves 

Maximum $1,800.00 

The College will also consider reporting this 
incident to the Police as theft pending 
circumstances. 

 

 

9. Backup or Recovery 

Students are personally responsible for backing up their own data and data shared as part of a group 
task/assignment.     
 
Students should ensure data is stored on their MacBook AND other storage devices.   
Students are also encouraged to use cloud backup facilities, USBs or external hard drives 
for the storage of large files or large numbers of images, video and/or songs.  Further 
discussion will be held with students during Term 1 as to suitable backup processes.   
Please contact our Retail Shop on 07 4638 8715 for information on purchasing USBs or 
external hard drives.   Refer to Appendix 2 for information on formatting USBs or external 
hard drives for use with the MacBook Air. 
 
A cloud backup facility is available through Microsoft (Office 365) OneDrive at 1TB.   
 
Work lost through inadequate backup must be re-done by the student.  In accordance with the College 
Assessment Policy, loss of data is not accepted as an excuse for late or non-submission of homework or 
assignments.     It is compulsory that students backup their work prior to taking their MacBook Air to 
the IT Helpdesk. 
  

http://www.google.com.au/imgres?imgurl=http://gizwizbiz.squarespace.com/storage/SanDiskultra_backup.jpg?__SQUARESPACE_CACHEVERSION=1241371525943&imgrefurl=http://gizwizbiz.squarespace.com/daily_giz_wiz_gadgets/?currentPage=92&usg=__9mpCNubA4CZhPbWHT4BukcbmmSw=&h=444&w=600&sz=35&hl=en&start=65&zoom=1&tbnid=pevIa6AzwdUNZM:&tbnh=115&tbnw=155&ei=-odPTZ6WHYyougOEt8QN&prev=/images?q=backup&hl=en&safe=strict&sa=G&gbv=2&biw=1899&bih=903&tbs=isch:1&itbs=1&iact=rc&dur=156&oei=8IdPTfbqMc6WcfewiNML&esq=2&page=2&ndsp=67&ved=1t:429,r:24,s:65&tx=97&ty=62
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10. Other Information 

Printing 

Students may access various printers for retrieving printing during breaks.  Students must key in their 5 digit 
code to retrieve their print jobs. Students will receive their print code by email during the first three (3) weeks 
of Term 1.  If a student does not retrieve a print job within 24 hours, the job will be purged. 
 
Please ensure a footer is used to identify student work. 
 

Password and Access Security –Guidelines 

Your password will be required to be changed at once per year.  Our IT team will enforce a password change 
policy. 
 
Passwords must meet the following criteria: 

 be at least 8 characters 

 has not been used in the previous 10 passwords 

 must not have been changed within the last 1 day 

 does not contain your account or full name 

 contains three character groups as well as lower case characters 

o English uppercase characters (A through Z) 

o Numerals (0 through 9) 

o Non-alphabetic characters (such as !, $, #, %) 

 
Our network audit logs contain information on the user logging in, the computer which is attempting to log in 
and various other parameters. This information can, and will, be used to track user access and usage. 

11. Policy Update 

This policy will be updated as necessary. All attempts will be made to adhere to the above policy, but particular 
circumstances (such as technological advancements) may require the Principal to depart from the stated 
policy. 
 

12. Questions? 

There is a team that are able to assist you at St Ursula’s College if you have any queries regarding this 

Handbook.   Please contact the College on 07 4632 7611 to discuss your queries with our Resource Centre 

Manager. 
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Appendix 1 - Acceptable Use of ICT Resources at St Ursula’s College Policy 
The provision of Information, Communication and Technology (ICT) systems by the College is to improve and enhance 
learning and teaching, and conduct of the business and functions of the College. It is essential that use of this valuable 
resource be managed to ensure that it is used in an appropriate manner. Acceptable uses of the network are activities 
which support teaching and learning. Network users are encouraged to use technology, computers and the Internet for 
purposes which meet their individual educational needs and take advantage of the computer and network functions. 
 
Acceptable uses of technology, computers and the network include, but are not limited to 

• network file storage 

• the use of word processing and other software applications 

• electronic mail 

• accessing databases 

• accessing Internet resources  

• creating content for use both ‘off-line’ and ‘on-line’ 

• collaborating with other members of the College community and other on-line users. 

 
I will not use resources in unauthorised ways, including but not limited to 

• harassing or threatening specific individuals, or a class of individuals 

• interfering or impairing the activities of others 

• allowing unauthorised access and use of the resources of others 

• allowing unauthorised access and use of resources by others 

• any activity that contravenes Community Guidelines and Code of Conduct 

 
I will not use any resource irresponsibly or in a manner that adversely affects the work of others. This includes (but is 
not limited to) intentionally, recklessly or negligently  

• damaging any system  

• damaging or violating the privacy of information not belonging to you 

• misusing or allowing misuse of system resources 

• using College resources for non-College related activities that unduly increase network load   

 
I will not the use any College ICT resource  

• for my own commercial gain, or for other commercial purposes not officially approved by the College to operate 
or support a non-College related business 

• in a manner inconsistent with the College's contractual obligations to suppliers of those resources or with any 
published College policy 

 
I will not use any College ICT resource to carry out activities that breach state or federal laws including (but not limited 
to) 

• pirating software, music and images.  

• breach of copyright 

• discrimination and harassment 

• effecting or receiving unauthorised electronic transfer of funds  

• accessing and disseminating child pornography or other obscene material.  

• violating any laws or participating in the commission or furtherance of any crime or other unlawful or improper 
purpose  

I will report any violation of this policy or other College code, policy or guideline. In addition, I will report any information 
relating to a flaw in or attempt to bypass resource security to the Principal or Authorised Person.  

I accept that the College reserves the right to monitor all use of the College’s ICT systems and to investigate 
unauthorised or improper use of College resources, which may include the inspection of data stored or transmitted on 
the network and that consequences exist if I am found to have breached any part of this policy. 

Questions about this policy or of the applicability of this policy to a particular situation should be referred to the College’s 
Resource Centre Manager. The College Principal is the final authority on questions of appropriate use of College 
resources. If there is any doubt about whether something is ‘acceptable’ or not, you should seek advice from a teacher 
or other staff member. 
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Appendix 2 – Formatting External Drive or USB 

Formatting an External Drive or USB for Mac and Windows Compatibility 
 

If you have an external drive and you wish to format it to use with both your MacBook Air and a Windows 

computer you need to format the external drive to the ExFAT filesystem.  This is particularly necessary for 

purchases of generic PC external drives, which almost always come preformatted to be Windows compatible 

rather than for Mac OS X.  

This procedure is achieved the same way for all drive types and through all connections, be they USB, 

Firewire, or Thunderbolt.   

WARNING: Formatting a drive will erase all data and partitions on the disk: 

1. Connect the hard drive or USB key to the MacBook Air 

2. Select Don’t Use in the new Time Machine window that appears 

 

3. Click on Launchpad icon on your MacBook Air doc 

4. Locate Other icon and click on it 
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5. Locate Disk Utility and click on it 

 

6. Single click on object below Macintosh HD, e.g.  500.11 GB TOSHIBA Ext…. (yours 

may have another name) 
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7. Click Erase 

 

8. Select Format ExFAT from dropdown box

 

9. Enter a name for your external drive or USB (optional) 

 

10. Click Erase 

 

 

 

11. Click Erase again 
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12. Select Don’t Use in the new window that appears
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(Original forms for signature are located at the back of the booklet – refer page 31 ) 

 
The following form is required to be completed, signed and returned prior to students being issued with 
MacBook Airs, and prior to students being granted access to the internet and other information and 
communication technology resources.  
 
Parents/guardians are encouraged to review and discuss the contents of the Acceptable Use of 
Information & Communications Technology Resources Policy and the St Ursula’s College 1-to-1 
MacBook Air Program Handbook with the student and answer any questions that they may have. 
 
By signing this Form, both parents/guardians and students are agreeing to the terms of access as set out in 
the Acceptable Use of Information & Communications Technology Resources Policy and the St 
Ursula’s College 1-to-1 MacBook Air Program Handbook and acknowledge that they will be responsible 
in the event of any breach and that appropriate consequences may result. 
 
Any queries in relation to this material should be directed to the College Principal. 
 

 Student Parent 

Student and Parent MacBook Air Program Registration 
1.  

  

I confirm that I have read, understood and agree to abide by the Student and Parent 
ICT Acceptable Use Policy and the St Ursula’s College 1-to-1 MacBook Air 
Program Handbook. 

□ □ 

2 I understand that the assigned Student MacBook Air password is confidential and I will 
not allow my password to be disclosed to others. □ □ 

3 I understand that the MacBook Air was tested before I took possession of it and was 
in full operational order with respect to both hardware and software. □ n/a 

4 
I will not leave my MacBook Air logged‐on when it is not under my direct supervision. □ n/a 

5 I confirm that I have attended one of the information sessions / will be attending the 
session scheduled in Term 1 and I accept all the conditions and responsibilities 
described in the agreement and handbook. 

□ □ 

6 I confirm that I will not be able to attend one of the Information sessions but I accept 
all the conditions and responsibilities described in the agreement and handbook. □ □ 

ICT Resources Access Student Consent  

7 I, the student named below, hereby agree to comply with all requirements as set out in 
the Acceptable Use of Information & Communications Technology Resources 
Policy and the St Ursula’s College 1-to-1 MacBook Air Program Handbook and all 
other relevant laws and restrictions in my access to the various information and 
communication technology resources through the St Ursula’s College ICT network. 

□ n/a 

   

FORMS FOR SIGNATURE –  
Copy For Your Records 
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Student Parent 

8 While I have access to the Internet: 

 I will use it only for educational purposes. 

 I will not look for anything that is illegal, dangerous or offensive. 

 I will only use the Internet and email for educational purpose unless specific 
arrangements (e.g. boarders communicating with family) are made. 

□ n/a 

9 If I accidentally come across something that is illegal, dangerous or offensive, I will: 

 Clear any offensive pictures or information from my screen; and 

 Immediately, but quietly, inform my teacher. 
□ n/a 

10 I will not reveal home addresses or phone numbers – mine or anyone else’s.  I will not 
use the Internet or email to harass, bully or offend anyone else. □ n/a 

11 As the parent or legal guardian of the student named below: 

I/We grant permission for the student named below to access the various information 
and communication technology resources (including email and the Internet). 

I/We understand that access is granted to students subject to the restrictions contained 
in the Acceptable Use of Information & Communications Technology Resources 
Policy and the St Ursula’s College 1-to-1 MacBook Air Program Handbook and 
that if breached, appropriate consequences may follow. 

I/We understand that charges in relation to repairs, insurance claims, theft and non-
return of MacBook Air and accessories will be charged to our school account. 

n/a □ 

12 I/We acknowledge that some material available on the Internet may be objectionable, 
despite attempts to filter for appropriate content. In addition to the Acceptable Use of 
Information & Communications Technology Resources policy, I/We have 
discussed appropriate restrictions and behaviours for the student when accessing or 
sharing information or material over the Internet. 

n/a □ 

RENT/GU ARDIAN 

Student Name: (please print)  
 

 

Parent/Guardian Name: (please print) 

PC (Pastoral Care) 
Group if known: 

Year Level in 2018: Signature:   

 

Signature: 
Parent/Guardian Name: (please print) 

 

 

 
Date:     …../…../….. Signature: 

 

  
Date:     …../…../….. 
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STUDENT TO COMPLETE AT COLLECTION – (This is for your information only and not to be returned 

with the following pages to the College.) 

 
 
I confirm that I have received the following: 
 

□ MacBook Air 

□  Power Supply and Cord 

□  Clear Protective Case on MacBook Air 

□  Black Protective (Tanc) Bag 

 
I confirm that it has been explained to me and I understand the difference between accidental, carelessness, 
negligence, disregard, inattention and malice with regards to damage to the MacBook Air. 
 
 

Student Name (Please Print): 

Student ID: PC (Pastoral Care) Group: 

Year Level: 

Student Signature: Date: 
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The following pages are to be completed and signed by both the Parent/Caregiver 
and the Student. 

 

Pages 31 and 32  
are to be returned to the College as soon as 

possible.   
 

Please keep the Handbook for your records. 
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The following form is required to be completed, signed and returned prior to students being issued with 
MacBook Airs, and prior to students being granted access to the internet and other information and 
communication technology resources.  
 
Parents/guardians are encouraged to review and discuss the contents of the Acceptable Use of 
Information & Communications Technology Resources Policy and the St Ursula’s College 1-to-1 
MacBook Air Program Handbook with the student and answer any questions that they may have. 
 
By signing this Form, both parents/guardians and students are agreeing to the terms of access as set out in 
the Acceptable Use of Information & Communications Technology Resources Policy and the St 
Ursula’s College 1-to-1 MacBook Air Program Handbook and acknowledge that they will be responsible 
in the event of any breach and that appropriate consequences may result. 
 
Any queries in relation to this material should be directed to the College Principal. 
 
 

 Student Parent 

Student and Parent MacBook Air Program Registration 
1.  

  

I confirm that I have read, understood and agree to abide by the Student and Parent 
ICT Acceptable Use Policy and the St Ursula’s College 1-to-1 MacBook Air 
Program Handbook. 

□ □ 

2 I understand that the assigned Student MacBook Air password is confidential and I will 
not allow my password to be disclosed to others. □ □ 

3 I understand that the MacBook Air was tested before I took possession of it and was 
in full operational order with respect to both hardware and software. □ n/a 

4 
I will not leave my MacBook Air logged‐on when it is not under my direct supervision. □ n/a 

5 I confirm that I have attended one of the information sessions / will be attending the 
session scheduled in Term 1 and I accept all the conditions and responsibilities 
described in the agreement and handbook. 

□ □ 

6 I confirm that I will not be able to attend one of the Information sessions but I accept 
all the conditions and responsibilities described in the agreement and handbook. □ □ 

ICT Resources Access Student Consent  

7 I, the student named below, hereby agree to comply with all requirements as set out in 
the Acceptable Use of Information & Communications Technology Resources 
Policy and the St Ursula’s College 1-to-1 MacBook Air Program Handbook and all 
other relevant laws and restrictions in my access to the various information and 
communication technology resources through the St Ursula’s College ICT network. 

□ n/a 

FORMS FOR SIGNATURE –  
Parents/Caregivers and Students to Complete and  

Return to the College prior to Monday, 16 October 2017 
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 Student Parent 

8 While I have access to the Internet: 

 I will use it only for educational purposes. 

 I will not look for anything that is illegal, dangerous or offensive. 

 I will only use the Internet and email for educational purpose unless specific 
arrangements (e.g. boarders communicating with family) are made. 

□ n/a 

9 If I accidentally come across something that is illegal, dangerous or offensive, I will: 

 Clear any offensive pictures or information from my screen; and 

 Immediately, but quietly, inform my teacher. 
□ n/a 

10 I will not reveal home addresses or phone numbers – mine or anyone else’s.  I will not 
use the Internet or email to harass, bully or offend anyone else. □ n/a 

11 As the parent or legal guardian of the student named below: 

I/We grant permission for the student named below to access the various information 
and communication technology resources (including email and the Internet). 

I/We understand that access is granted to students subject to the restrictions contained 
in the Acceptable Use of Information & Communications Technology Resources 
Policy and the St Ursula’s College 1-to-1 MacBook Air Program Handbook and 
that if breached, appropriate consequences may follow. 

I/We understand that charges in relation to repairs, insurance claims, theft and non-
return of MacBook Air and accessories will be charged to our school account. 

n/a □ 

12 I/We acknowledge that some material available on the Internet may be objectionable, 
despite attempts to filter for appropriate content. In addition to the Acceptable Use of 
Information & Communications Technology Resources policy, I/We have 
discussed appropriate restrictions and behaviours for the student when accessing or 
sharing information or material over the Internet. 

n/a □ 

 
 
RENT/GU ARDIA 

Student Name: (please print)  

 

Parent/Guardian Name: (please print) 

PC (Pastoral Care) 
Group (if known): 

Year Level in 2018: Signature:   

 

Signature: 
Parent/Guardian Name: (please print) 

 

 

 
Date:     …../…../….. 

Signature: 
 

  
Date:     …../…../….. 
 

 


