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Welcome to the Toowoomba Grammar School Laptop 
Program. This handbook aims to provide 
comprehensive information on our laptop program. At 
the core of this program is quality learning and teaching 
and this has driven the decisions we have made and will 
continue to make. While much of the information in this 
handbook will be about the laptops themselves and the 
procedures for the program, the adoption of a 1-to-1 
laptop program is not about the laptops themselves in 

isolation but rather the difference they can make to the 
type of learning that takes place and its relevance to the 
21st century. The effective use of Information and 
Communication Technologies (ICTs) provides 
meaningful and relevant tools to deliver our teaching 
and learning framework: students capable of deep 
thinking and understanding, students capable of 
creativity and innovation and students possessing an 
understanding of what it is to be a global citizen. 

Laptops will be distributed by the IT Department either 
the last week of Term 4 or before the first day of school. 
Details of handout schedules will be sent prior to this 
time.  By accepting a TGS laptop you and your son agree 
to abide by the TGS Laptop Program which can be found 

in the School Policies and Handbooks section of the 
Parent Lounge.  All parents and students should read 
this agreement.  Laptop serial numbers will be recorded 
against the studentʼs name and identifying labels will be 
attached. These labels are to remain on the laptops. 

• The Schoolʼs priority is for quality learning and 
teaching and this will underpin all ICT 
decisions undertaken by the School. 

• Each student has a laptop allocated from Year 
7. This laptop is their responsibility. 

• The Schoolʼs IT Department will endeavour to 
use remote technology, loan laptops or laptop 
swaps where possible to minimise any need for 
a student to be without a laptop. 

• An induction program will be run with Year 7 
and new students with their parents to 
familiarise them with their laptops. 

• Regular education on the importance of good 
posture, good keyboard use, appropriate 
exercises, and taking regular breaks from 
screen time will be provided. 

• Regular and ongoing staff professional learning 
and review will occur to ensure that the use of 
the laptops is effectively integrated into the 

curriculum for quality teaching and learning 
outcomes. 

• Students will be regularly educated on cyber 
safety as part of a co-ordinated program and in 
line with the Schoolʼs cyber safety policy. 

• Students and staff will operate under the 
Toowoomba Grammar School Acceptable Use 
of Technology Policy, the Toowoomba 
Grammar School Laptop User Policy, Digital 
Citizenship Policy, Cyber Safety Policy and 
other applicable policies as they related to 
technology. Parents and students will be 
informed about these policies at the start of 
the Laptop Program and will have electronic 
access to these policies. To assist with 
compliance, the School will utilise monitoring 
software and procedures, as outlined in the 
Acceptable Use of Technology Policy. 

Introduction to our Laptop Program 

Receiving your Laptop 

Essential Elements of the Laptop Program 
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The Operating System 
Laptops come with Windows 11 as its operating system. 
Students are not to install their own operating system 
nor make changes that will affect the operation of the 
laptop and its systems. 

Application Software Pre-Installed 
The software installed on the laptop will include 
Microsoft Office 365, as well as a range of our specialist 
software catering for different subjects. The laptop also 
has current anti-virus software pre-installed. This 
software will perform full scans of the hard drive. The 
virus software will update from the School network and 
from an Internet connection at home. 

To make classroom use and maintenance of your sonʼs 
laptop easier and quicker, the laptop will be 
standardised for all students in each year level both in 
terms of the software installed, network access and the 
machine itself. Students are not to delete any pre-
installed software. From time to time, the IT Department 
may need to install additional software or upgrades for 
use in a particular subject. 

Students are not permitted to install their own software. 
Software on all laptops are managed by the IT 
Department through a central management system 
including what has been installed on these devices. 

If technical difficulties are experienced, the laptop in 
most cases will be exchanged, which the student keeps 
for the 

term of that laptop. Any data stored on the hard drive 
will be lost as a result of this process. All files should be 
stored in a Cloud drive (see Data Storage). 

Data Storage 
Students will have access to a school allocated personal 
OneDrive location. This is a Cloud drive that is personal 
to the student, and when saved to this location using 
Microsoft products including Word, Excel or PowerPoint, 
all subsequent work is automatically saved. 

The laptop or Cloud drive is not to be used as a 
repository for personal files. Videos, pictures and music 
must be curriculum based. It is the studentʼs 
responsibility to back up these files. Laptops frequently 
need to be re-imaged, and in the case of damage, 
exchanged. The IT Department accepts no responsibility 
for the loss of files not stored on OneDrive (stored on the 
laptopʼs hard drive). This is the studentʼs responsibility 
to ensure they save their data correctly. 

  

Our Standard Operating Environment 
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Our teaching and learning programs will rely on reliable 
access to our School network by the teachers and the 
students. Students will be able to access electronic 
resources via the Schoolʼs network. These may be 
resources prepared by their teachers stored on our 
network, or resources available over the Internet. 

The School operates an extensive wireless network, 
including Internet access, offering across campus 
connectivity. This wireless access allows for anywhere, 
anytime access, including classrooms, boarding houses, 
the library and outside areas. This network access 
allows for easy student-teacher electronic collaboration 

and communication as well as collaboration and 
communication with other boys to support the learning 
process. Students are allowed to configure their laptop 
to connect to an available Internet connection at home. 

Boys are reminded that all school network traffic is 
monitored and infringements to the Schoolʼs Acceptable 
Use of Technology Policy will result in consequences. 
Part of this policy defines that use of network and 
Internet resources is to be reasonable and students are 
reminded that they exist in a community and resources 
are not to be abused. Students are asked to immediately 
report any network outages to the IT Department. 

Car of your Laptop 
Care of the laptop always remains the responsibility of 
the student at all times. The following are some general 
guidelines; 

however, common sense should also be exercised in 
making sure that the laptop is well looked after. 

Transporting Laptops 
• Students must have their laptops secured inside the 

laptop (TANC) bag that was supplied with the 
laptop, with the zipper done up when transporting 
laptops to and from School. 

• If carrying the laptop in the school backpack or 
sports bag, the laptop must still be inside the laptop 
bag. 

Laptop Safety 
• During the school day, laptops should be returned 

to the lockers and secured when not in use. 

• Laptops are not to be placed outside the halls or 
general access areas during breaks and meal times. 

• Laptops are not be taken to the oval for sports 
training during the afternoon. Laptops must be 
secured in the lockers. 

• It is the responsibility of the boys to secure their 
laptop at all times. 

• Boys must never lend their laptop to another 
student. 

Charging Laptops 
• Students must take measures to get best possible 

battery use from their laptop during the day. Some 
tips include lowering the screen brightness; closing 
programs and browsers running in the background 
and putting the laptop in sleep mode when not in 
use. 

• Students must charge their laptop each evening 
and arrive at school with a fully charged battery. 

• If a battery is low on charge during class time, 
students may seek permission from a teacher to use 
a power source. 

• When doing this, the power cord cannot be a 
tripping hazard. 

• Students may bring their laptops to the IT 
Department for charging during breaks. 

  

Connectivity 

Laptop Care and Storage 
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Laptop Care 
• A ʻtech skinʼ casing may be placed on a school-

supplied laptop. Students are not to tamper, alter or 
vandalise in any way. 

• Each school-supplied laptop contains asset tags to 
quickly identify ownership. Students are not to 
tamper, remove or vandalise in any way. If the tag 
comes off, it must be reported to the IT Department 
immediately to replace it. 

• Students are responsible for all their equipment 
that has been provided with the laptop. This 
includes the laptop bag, the laptop itself, stylus and 
cords. These are all to be respected as School 
property. 

• Stickers on laptops and bags are not permitted. 
Students are encouraged to put a label on the stylus 
and charger for identification purposes. Bags are 
identifiable with the timetable window that is 
unique to each student. 

• It is the duty of the students to update their 
timetable each semester (or timetable changes) and 
place this in the laptop bag window for 
identification purposes. 

• For damaged laptops, no matter how small the 
damage, students must report this immediately to 
the IT Department. Parents will be subject to 
accidental damage insurance claims for damaged 
laptops. 

 Laptops in the classroom 
• Students should put their laptops into sleep mode 

and store the laptop in the laptop bag when exiting 
the classroom. 

• Students must only use their laptop on a flat and 
secured surface. Boys are not permitted to operate 
their laptop on their lap or other unsafe surfaces 
such as chairs or ledges 

• When walking around the classroom with the 
laptop, students must always close their screen and 
carry it in a way that is not blocking their view from 
potential tripping hazards. 

• Students will only use their laptops when requested 
to do so by the teacher. Students will also shut their 
screens immediately, if so requested by a teacher. 

• Students should always respect the safety of others 
which includes storing the laptop bag under the 
desk, so others do not trip over it, or in labs, store 
the bag as designated by the teacher. If charging the 
laptop, the cord must not present a tripping hazard. 

• Students will supply their own headphones to not 
disturb other students in some learning activities 
however will only use headphones when authorised 
by the teacher. 

• Students will not visit websites or run applications 
that are not relevant or a distraction to the class 
lesson. Internet usage is monitored by teachers 
using a monitoring application. 
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Support 
The IT Department is the first point of call for all 
support. Any warranty, accidental damage or loss/theft 
issues must be reported to the IT Department as soon as 
practicable. 

Students are to drop off their laptops to the IT 
Department when they experience issues between the 
times of 8.00am and 4.00pm during term time and 
holiday periods (excluding public holidays) 

Warranty and Repairs 
A warranty against defective parts or labour is included 
as part of the Schoolʼs arrangement with our provider. 
All warranty enquiries and claims are to be made via the 
IT Department. 

Accidental Damage 
The supplied laptop is covered by insurance for 
accidental damage during the loan period. This includes 
3 accidental damage claims for the life of their laptop (1 
per year) and subsequent repairs and costs will be 
charged to the familyʼs account. Accidental damage 
cover applies to unintentional damage. Deliberate or 
malicious damage will be referred to the Head of Senior 
School for resolution and any costs to remedy 
intentional damage will be charged to the familyʼs 
account. 

Loss and Theft 
All loss or theft must be reported to the IT Department 
as soon as practicable. In the case of theft, a police 
report must be filed, and the case number be provided 
to the School. The police report is the familyʼs 
responsibility irrespective of where the laptop was at 
the time. 

Overseas Travel 
The current insurance on the laptops does not permit 
their being taken on international travel. For 
international students, families are to insure their son's 
laptop and provide proof on insurance to the Chief 
Financial Officer when traveling abroad. 

Replacement Parts 
Replacement parts will be available for purchase via the 
TGS IT Department. This includes replacement pens 
(stylus) and chargers. Additionally, boys may bring their 
own wired or wireless mouse. Students are responsible 
for the security and safety of such devices. Students are 
expected to return the equipment provided to them in 
the same state. Missing items will need to be purchased 
at the familyʼs expense. 

Insurance Excess 
Each accidental claim will incur a $180 charge to the 
familyʼs account. Only 3 excess claims can be made per 
student. All subsequent claims for the life of the laptop 
(3 years) will be costed to the family account. 
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Does every student require a laptop? 
All students are required to participate in the program 
and therefore required to use the School supplied 
laptop. Operating with standard laptops allows for 
consistent software installation, licenses, monitoring 
programs and effective teaching.  

The School believes that appropriate access to 
technology is an integral part of a 21st century 
education and it is a tool that students must be 
educated to use appropriately and intelligently. 
Information and Communication Technologies are an 
essential part of the curriculum. 

When do students receive a laptop? 
Students in Years 7 and all new students will receive a 
school-owned laptop on or before the first day of school. 
Details of the laptop induction and collection will be 
communicated by letter to parents. 

What happens to the laptop at the end 
of the year or when my son leaves the 
School? 
At the end of the year, boys who's laptop are at the end 
of their term will exchange their laptop in the last week 
of Term 4. Ownership of the laptop remains with 
Toowoomba Grammar School, and are mostly 
contractually bound through a financing option. As 
such, the laptop and its peripherals will need to be 
returned when directed. If your son leaves the 

School, the laptop and all peripherals must be returned 
to the School prior to his departure. Any repairs 
required, or missing items that must be replaced will be 
at the expense of the family. 

What happens if the laptop needs 
repairing? 
Boys must take their laptop to the IT Department. There 
it will be logged, and the problem recorded in the help-
desk system. Software issues may be resolved by 
reinstalling software back to a base image. Where the 
machine needs to be repaired, the IT Department will 
contact the providers to record the laptop and its 
problem. 

If the laptop needs repairing, will my 
son be without a laptop? 
In almost all cases, the laptop will be exchanged with a 
new laptop which your son will keep for the remainder 
of the laptop term. The importance of saving work to the 
Cloud drive is therefore of paramount importance. 

What Internet access should my son 
have at home? 
This is a personal decision for your family. The School 
cannot take responsibility for the laptopʼs use off 
campus. It is recommended that parents discuss 
appropriate and responsible use in the home 
environment and set clear guidelines of acceptable use 
and hours of use. Parents should be aware that students 
can usually connect their devices to the Internet via a 
smart phone, known as mobile hot-spotting. 

  

Frequently Asked Questions 
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What Internet access does my son have 
if he is a boarder? 
The School provides wireless access throughout all the 
boarding houses. Internet access hours vary according 
to your sonʼs year levels. Year 12 students may apply to 
their Housemaster to have their Internet access hours 
extended for academic reasons. All Internet activity 
using the school network is logged and monitored.  

Access to Internet sites is controlled via our Internet 
Gateway with the same settings applying to boarders as 
to all students during the school day. 

What Internet access is there at the 
School? 
Boys are able to access the Internet at school 
throughout the school day. The Internet can be accessed 
from wherever there is wireless access on the campus. 
All Internet access is logged and monitored. Boys are 
reminded that their Internet use is primarily for 
education purposes. They also need to remember that 
they use the Internet as part of a community and should 
not use the Internet in a manner which could impact on 
the quality of service for other users. Teachers can see a 
studentʼs screen through class monitoring software and 
internet searches and websites visited are also tracked 
by the Schoolʼs firewall system. Any websites that are 
deemed inappropriate (e.g. racism, pornography, etc.) 
are tracked and alerted to IT staff. Boys with excessive 
Internet use are reported to Housemasters and may 
have individual restrictions applied to their Internet 
access. 

What responsibility does my son have 
for his laptop? 
Your sonʼs laptop is his responsibility at all times. It is his 
responsibility to ensure that it is usable and the battery 
is fully charged overnight. It is his responsibility to 
secure his laptop when not in his possession. It is his 
responsibility to use the laptop in an appropriate and 
ethical manner. Any inappropriate, unethical, and/or 
illegal usage will be handled as per any other serious 
offence at the School. 

What happens if my son forgets to 
bring his laptop to school? 
Spare laptops will not be issued if a student forgets his 
laptop. These are rquired for genuine repairs and 
damage exchanges. 

What happens if my son forgets to 
charge his laptop overnight and does 
not bring it to school fully charged? 
As above, his laptop is considered part of his essential 
equipment for learning and it is his responsibility to 
ensure that he is organised and comes with his laptop 
fully charged in order to see him through the school day. 
Access to power is not guaranteed in the classroom. A 
laptop can be checked in for charging to the IT 
Department during breaks. 

The School has selected the laptop with consideration 
for the battery time (7 hours) and typically it will be 
more than enough with sensible use of the laptop 
including lowering screen brightness, shutting down 
excess applications and browsers not in use, and putting 
the laptop in sleep mode between classes and breaks. 
Your son is responsible for ensuring that he takes proper 
care of his battery. If there are issues with battery life 
your son must take the laptop to the IT Department for 
testing. 

Who owns the laptop? 
Toowoomba Grammar School owns the laptop. The 
laptop must be returned the School as directed to by the 
relevant School authorities. 

Can my son install other software onto 
his laptop? 
No, software is not to be installed on the laptop which 
will be locked down to minimise this access. Your son is 
reminded that the laptop is provided primarily for 
educational purposes. 
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What is the Schoolʼs policy on Gaming? 
Access to gaming sites and the playing of games is at the 
discretion of the Director of Information Technology in 
conjunction with teaching staff. Your son is reminded 
that his laptop and his Internet access are provided 
primarily for educational purposes. Games, particularly 
of an educational nature, may be allowed at the 
discretion of the classroom teacher. 

What are occupational health and 
safety (OH&S) issues to be considered? 
Your son will receive OH&S training at the start of the 
laptop program to make him aware of correct use of the 
device and other associated issues including carrying 
his laptop. Weight was one factor that was considered in 
selecting this laptop model. Refresher information will 
be provided to your son throughout the laptop program. 

What measures is the School taking to 
educate my son on appropriate use? 
The School, in addition to the OH&S training outlined 
above, will educate your son on the Acceptable Use of 
Technology Policy and on issues associated with 
information technology and Internet use, including a 
coordinated policy on cyber safety. 

Does my son have the option to use an 
existing laptop? 
The School does not allow the use of existing laptops by 
students. The School selected model has been chosen 
for its distinctive features, including its function as a 
laptop and as tablet including interactive touchscreens 
to match the suite of educationally relevant and creative 
applications that are provided. Common computer 
programs will be used, and support is in place, while 
teachers have requested the same computing platform 
for all students for ease of instruction and explanation 
and the chosen model meets all technical requirements 
of the numerous programs that will be used in the 
classroom. 

 

When are laptops allowed and not 
allowed? 
Laptops can be used during classes when the teacher 
directs the class to turn the laptops on, during evening 
studies and as directed by boarding staff in the Boarding 
Handbook. Laptops cannot be used during sports 
training, during break and meal times (unless in the 
library), and any other time directed by staff or parents. 

Where are laptops allowed and not 
allowed? 
Laptops can be used in classrooms on a solid surface 
(e.g. desk or table); at a desk in the library or in breakout 
rooms; in an area instructed by a member of staff; and in 
the boarding house provided it is allowed by the house 
supervisors and is safe to do so. 

Laptops cannot be used in sporting venues including 
ovals, gymnasiums and the aquatic centre; corridors or 
walkways; anywhere where the laptop cannot safely be 
placed on a flat surface; in general areas (e.g. on a 
studentʼs lap); and walking around with the laptop not 
in its protective bag. 

What do I do if I have lost my laptop? 
It is the responsibility of each student to have their 
timetable in the laptop bag window. This helps identify 
the owner of the laptop. 

For lost laptops, students should: 

a. Trace the steps where they last recalled having it 
and asking for assistance. 

b. If not found, report to the Student Officer (Senior 
School Boys) or Head of Junior School (Junior 
School Boys), Boarding Staff or Housemaster 
immediately. 

Students or staff who find a laptop should take it directly 
to the above persons. Parents will be subject to 
replacement costs associated with a lost laptop. 
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When can I get technical support? 
Students are welcome to visit the IT Department in their 
free time. The IT Department is open to students from 
8:00am – 4:00pm including before and after school, 
recesses and lunches. Students should not visit the IT 
Department between classes unless receiving 
permission from the next class teacher. 

At times, the technician may be unable to resolve the 
issue immediately and ask the student to return at 
another convenient time. In this instance, the student 
should arrange a suitable time. 

For after school visits, boys should notify the IT member 
if they are catching a bus or awaiting transport. Visiting 
the IT Department during class time is not permitted 
unless the teacher considers the problem is significant 
enough to stop the student from learning for that 
lesson, requiring an urgent resolution. 

Students should be prepared when entering the IT 
Department and have collated useful information where 
possible to speed up the resolution process. They are 
also asked to queue (if required) and be respectful to the 
technicians. 

Students who present to the IT Department without the 
laptops inside the laptop bag will be asked to leave the 
laptop and return with the bag. Boys receiving a new or 
repaired laptop must leave with the laptop inside the 
bag. The IT Department will assume in every instance 
that students have saved their data to a Cloud drive 
(OneDrive) and accept no responsibility for data lost 
because of a repair or replacements. 

Students can request the technician to provide an email 
to the current teacher verifying their attendance at the 
IT Department. 

Who should I contact if I have further 
questions about the laptop program or 
my sonʼs laptop? 
Key contact people are: 

• IT Department (Service Desk) – 4687 2651 

• Mr Ron Robinson (Director of Information 
Technology) for general enquiries – 
r.robinson@twgs.qld.edu.au 

 

• Your sonʼs Housemaster in the first instance for any 
issues relating to educational use or the relevant 
classroom teacher. 

• Mr John Anderson (Deputy Headmaster) – 
j.anderson@twgs.qld.edu.au 
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