
 McKee Road Elementary TECHNOLOGY PLAN 

 Technology Team Members 

 Who  ROLE  RESPONSIBILITIES 

 Lane Price-Principal 
 Michelle Bitter- Assistant 

 Principal 
 Admin Team 

 ●  Bi-weekly meetings with tech contact to remediate and communicate technology 
 updates as it relates to district and school 

 ●  Ensure that technology procedures are followed and enforced 
 ●  Ensure that technology fees are collected and that the CMS Student Technology 

 Agreement Form is enforced 

 Shirley Koerner  Technology Contact 
 ●  Assist teachers with using technology in the classroom 
 ●  Report issues to the district via the MySupport  ticket system for issues that cannot be 

 solved in house 

 Shirley Koerner  Inventory Contact 

 ●  Manages school inventory 
 ●  Issues/collect devices for students 
 ●  Report damages, lost, stolen devices via the helpdesk ticket system and updating FAM 

 inventory 

 Crystal Rajkumar  Financial Secretary/Treasurer 
 ●  Assists with fee collection and invoicing 
 ●  Ensure that technology fees collected by the school are sent to Technology Services on a 

 monthly cadence 

 Lauren Simmons  Data Manager  ●  Assist Inventory Contact by informing contact of students 
 entering/transferring/withdrawing from the school utilizing the  Tech Tracker 

 Ericka Ficker  School Counselor/Social Worker  ●  Assist with the waiver process 

https://docs.google.com/spreadsheets/d/1Slz-HE7jEO2_eGdrDH7w-hmhrBTEp60BM_efeRn6BGw/copy


 FEE COLLECTION 

 When a student damages, 
 loses, or has their device 

 stolen: 

 Students should report the damage, loss, or stolen device as soon as possible to their teacher, technology contact. 
 For stolen devices, a police report must be created and the report number provided to the school. 

 The technology contact will follow the  CMS procedure  for recording the damage and fee(s) assessed in Frontline 
 Asset Management  and on the  Tech Tracker.  The damaged  device will be sent to the Depot for repairs (if repairs can 
 be made to the device). 

 The student will be provided with an  invoice for fees  assessed  and methods of paying the fee either through  Online 
 School Payments or receipt cash or check payment.  The parent/guardian notification letter  will be attached  to the 
 invoice to inform the parent/guardian of the fee. 

 The student will not be able to take a device home until fees are paid. They will be issued a loaner device by the 
 technology contact that must stay at school. The technology contact and technology contact will communicate with 
 the admin team as needed. 

 When a student needs a loaner 
 device due to device damage, 

 loss or theft: 

 Only students that have a damaged device in repair, a lost, or stolen device will be able to use a loaner device until 
 the device is returned from repair and/or paid for. The technology contact will issue a loaner device to the student in 
 FAM, which must remain on campus and be returned at the end of each school day. 

 When the student is assessed 
 a technology fee: 

 Families can pay through the Online School Payments portal for the appropriate damage type(s) on the invoice  . 
 Families that wish to pay with cash or check can come to the school front o�ce to pay the invoice fee. 
 It is the Technology Associates responsibility to keep track of any owed fees by pulling OSP reports on a weekly 
 basis and list these fees on the Tech Tracker. 

 If a student requests a waiver:  Families that cannot pay the fee due to financial hardship will be referred to the Social Worker for a copy of the 
 Technology Fee Hardship Waiver.  Families can use the  waiver once per school year. 

https://sites.google.com/cms.k12.nc.us/cms-technology-support-guides/student-devices#h.ybr62vj50wz9
https://docs.google.com/document/d/1WP8h9HemBsr6VrZc_sGVscfvKndFzNLmHqDpEm2InHQ/edit
https://docs.google.com/document/d/1WP8h9HemBsr6VrZc_sGVscfvKndFzNLmHqDpEm2InHQ/edit
https://docs.google.com/spreadsheets/u/0/d/1Slz-HE7jEO2_eGdrDH7w-hmhrBTEp60BM_efeRn6BGw/copy
https://www.youtube.com/watch?v=yDxXImQPRQw
https://docs.google.com/document/d/1VBgUgm1MnAlLt5TixBfZmMFKuwHQpLH3T4x3VAA_JXU/edit
https://drive.google.com/file/d/1YuS30oVbsvwKIw7bTBVYvl88Y3IawBv4/view
https://drive.google.com/drive/folders/1qlEDmXUycIJOnqn7HNMp6HGqn3ciZ7lt


 Transferring Students 

 When a student that is  new to CMS 
 arrives on campus: 

 The data manager will record on the Tech Tracker the new student's name, ID number, and 
 enrollment date. Students must complete the Device Care Course & Student Technology 
 Agreement form before a device will be issued. 

 The technology contact will issue a device from the school's inventory in Frontline Asset 
 Management (requesting devices if the school's inventory is running low on devices) based on 
 the student's grade level. 

 The data manager will communicate with the technology contact the new student's enrollment 
 so that the technology contact can assist the student with getting access to the CMS 
 LaunchPad, NCEdCloud, and other services. The technology contact will provide the student with 
 instructions on how to access these services. If there are any issues with student access to 
 services, the technology contact will place a CMS MySupport ticket for assistance. 

 Students will be onboarded with a device and access to accounts within the first two days. 

 K-2 students will be issued an iPad. 
 3-5 students will be issued a Chromebook. 

 When a student that is  transferring from a 
 CMS school  to our school arrives on 

 campus 

 The data manager will record on the Tech Tracker the transferring student's name, ID number, 
 and transfer date. The technology contact will find the student record in Frontline Asset 
 Management and confirm if the student has a device assigned to them from the previous 
 schools and/or any outstanding fees. 

 The technology contact will issue a device if the student has no device assigned to them from 
 the previous school and the student has no outstanding fees. If the student has outstanding 
 fees, these must be paid before a device is issued. 

https://docs.google.com/document/d/1XcYWbehkUg5YZJ9a4TBProsfe9TdhRkQL69OYWjVUQg/edit
https://docs.google.com/document/d/1XcYWbehkUg5YZJ9a4TBProsfe9TdhRkQL69OYWjVUQg/edit
https://docs.google.com/document/d/1XcYWbehkUg5YZJ9a4TBProsfe9TdhRkQL69OYWjVUQg/edit


 If the student has a device assigned to them in FAM, the technology contact will contact the 
 previous school to inquire about the status of the device and request that the device be 
 collected or marked as lost within the first week of student enrollment. If the device has 
 transferred in FAM to our school from the previous school, the technology contact will submit a 
 CMS MySupport ticket to have the device moved back to the previous school. 

 When a student  withdraws from our 
 school and is going to another CMS 

 school: 

 The data manager will record on the Tech Tracker the transferring student's name, ID number, 
 and transfer date. The technology contact will assess the condition of the withdrawing student's 
 device and  assess any fees associated with any damage  . 

 K-5 students:  The technology contact will locate the  student's device and  Quick Collect  the 
 device in Frontline Asset Management as soon as it's known that the student is transferring. The 
 technology contact will store the device in a secure location to be issued to another student. 
 (  Quick Collect Video  ) 

 When a student  withdraws from CMS  :  The data manager will record on the Tech Tracker the withdrawing student's name, ID number, 
 and withdrawal date. The technology contact will assess the condition of the withdrawing 
 student's device,  assess any fees associated with  any damage  , and  remove the device from the 
 student's record and place the device in the Receiving Room in Available status in FAM. 

https://docs.google.com/document/d/1WP8h9HemBsr6VrZc_sGVscfvKndFzNLmHqDpEm2InHQ/edit
https://cms.instructure.com/courses/202354/pages/quick-collect-student-devices?module_item_id=1858025
https://www.youtube.com/watch?v=J-W2194pgqA
https://docs.google.com/document/d/1WP8h9HemBsr6VrZc_sGVscfvKndFzNLmHqDpEm2InHQ/edit
https://docs.google.com/document/d/1w6EjCHNFrkB549Zs8JB-Hu4i-FWnUCkABCd7ftaWy-U/edit
https://docs.google.com/document/d/1w6EjCHNFrkB549Zs8JB-Hu4i-FWnUCkABCd7ftaWy-U/edit


 IssUING AnD COLLECTING STUDENT DEVICES -- BEGINNING OF YEAR TIMELINE 

 August  ●  Admin Team 
 ○  Discuss plans for issuing devices to students during first days of school. 
 ○  Ensure that the technology contact, financial secretary, data manager, and other stakeholders are 

 aligned with the School Technology Plan. 
 ○  Communicate device issuing timeline and plan to sta�. 

 ●  Technology Contact 
 ○  Process any devices that have been repaired over the summer. 
 ○  Identify and process any remaining devices that require repair and send them to the depot. 
 ○  Ensure that all working devices are in the FAM  Receiving  Room  in  Available  status. 
 ○  Issue technology to teachers as needed (document camera, Promethean remotes, etc) 
 ○  Collaborate with the admin team to use the  CMS Summer  Computer Use Agreement Form  to collect any 

 devices not returned from the summer. Assess any fees for damage to devices from summer use. 
 ○  Communicate the School Technology Plan to teachers, including the process for issuing devices and 

 reporting issues. 
 ○  Ensure that the School Technology Plan is completed and in the Back to School Newsletter. 
 ○  Assist teachers with technology issues in the classrooms. 

 First week of School  ●  School sta� will send home the Student Technology Agreement form. 
 ●  Technology contact will communicate technology distribution schedule to teachers. 
 ●  Teachers will follow the communicated schedule. 
 ●  Students must return their signed Student Technology Agreement form before being assigned a device. 
 ●  Students are required to complete the Device Care course. 
 ●  Devices will be issued to all students who have no outstanding fees for previous devices. 
 ●  Technology contact will communicate resources to sta� regarding setup of student devices and accounts 

 and assist with any issues. 
 ●  Teachers will inform students about fees and instruct them on proper care of devices. 

https://docs.google.com/spreadsheets/d/1FCkWKPVQr0BM79-AOZjhUf83Mt-eG7MiPmahBJ6pR3o/edit?gid=1241674729#gid=1241674729


 IssUING AnD COLLECTING STUDENT DEVICES -- End OF YEAR TIMELINE 

 April  ●  Technology contact will attend EOY collection webinar. 
 ●  Admin team will discuss scheduling and communicating the collection of student devices. 
 ●  Technology Contact will connect with school Student Services sta� regarding any potential plans with 

 summer school students. 
 ●  Technology contact will request training for any sta� assisting with device collection in FAM and with 

 procedures. 
 ●  Technology contact will refer to the Technology Contact End of Year Checklist for end of year technology 

 action items. 

 May  ●  Technology contacts will inventory all school technology equipment, collect devices of sta� leaving the 
 district for central o�ce, collect and assess student devices, and submit tickets for technology that needs 
 repair. 

 ●  Technology Contact will assess devices collected for damages, assess fees, and place these devices into 
 repair. 

 ●  Technology contact will communicate school end of the year technology procedures for sta� and students. 
 ●  School will communicate the end of year collection of devices and opt-in procedure for devices needed 

 over the summer. 

 June  ●  Technology contact will complete collecting devices, assessing fees, and ticketing devices for repair 
 ●  School will ensure that there is a place for devices to be turned in and stored securely during the summer. 



 SEE BELOW FOR INSTRUCTIONS ON HOW TO FILL IN THE SCHOOL TECHNOLOGY PLAN TEMPLATE 
 Use it as an agenda for collaborating and establishing solutions at your school. 

 How to fill in the School Technology Plan Template 

 Suggested Timeline 
 For meeting 

 Who/Audience  Purpose of Meeting 

 1ST WEEK OF 
 AUGUST 

 MEET WITH 
 YOUR 

 ADMINISTRAT 
 IVE TEAM 

 Set up a meeting with your administrative team to discuss a technology plan for your school. 
 As part of the meeting, the team should: 

 ●  Identify members of the technology team, roles and responsibilities. 
 ●  Foster collaboration with school admin, data manager/registrar, financial secretary/treasurer, and 

 device manager/tech contact. 
 ●  Ensure understanding and alignment of Tech Services initiatives with school improvement plans and 

 objectives. 
 ●  Plan the following: 

 ○  Payment procedure for damaged/lost/stolen devices, including how a student can get a waiver 
 if needed 

 ○  Issuing/Collecting devices at beginning of year, end of year, and during the year that aligns to 
 Device Management Guide 

 ○  Procedures for students and sta� to report issues and get assistance with issues 
 ■  Tech Support Form 

 Example  |  Template 
 ○  Procedures for students who have a record of losing/damaging devices 
 ○  Procedures for students that need their devices repaired, including how students maintain 

 access to a device during the repair process 
 ○  Procedures for sta� technology, including beginning and end of year technology 

 checkin/checkout procedures and for getting assistance with technology during the school 
 year 

 1ST WEEK OF  COORDINATE  Meet with your financial secretary to discuss payment procedures for technology: 

https://docs.google.com/document/d/1WP8h9HemBsr6VrZc_sGVscfvKndFzNLmHqDpEm2InHQ/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSfGYFHBj3pdvq5zOoINuRlHb7gmM2E2QAJHyPmHQZZuckVTDg/viewform
https://docs.google.com/forms/d/1cgIdf3hZrQ4-61pql-jXAqQTIocretpwn-cuFbp2elc/copy


 AUGUST  WITH 
 FINANCIAL 
 SECRETARY 

 ●  Ensure they know the  device fee structure  set by Technology  Services 
 ●  What payment options will work for your school? 

 ○  OSP (Online School Payments) 
 ○  Cash 
 ○  Check 

 ●  Who will manage receipts and collecting charges? 
 ●  Who will manage pulling reports for paid fees? 
 ●  Who is responsible for keeping track of outstanding fees? 

 1ST WEEK OF 
 AUGUST 

 FEE 
 COLLECTION 

 ●  Create a procedure for fee assessment and collection that align with school procedures regarding 
 fees, after coordinating with the financial secretary. 

 ●  Work with the school counselors to make sure that families are able to make payments. We must hold 
 students and families accountable without hindering their educational experience by withholding 
 technology. Especially if their circumstances prevent them from paying to repair or replace a device. 
 This is why they sign and return the Device Agreement prior to receiving a device. Families are made 
 aware of the costs to repair/replace devices before receiving a device. 

 ○  Create a procedure for how students can request a waiver if needed 
 ○  Financial Hardship Waiver 

 ●  How are students and parents informed about devices going home, fees for damaged devices, and 
 reporting device issues? 

 ○  OSP Directions for Parents 
 ○  We suggest using this  Tech Tracker  template to help  with keeping track of damaged/lost/stolen 

 devices and fees. 

 1ST WEEK OF 
 AUGUST 

 COORDINATE 
 WITH DATA 
 MANAGER 

 ●  Meet with your data manager to develop a system to address device issuing and collecting for 
 students that are: 

 ○  New to CMS 
 ○  Transferring between CMS Schools 
 ○  Withdrawing from CMS 

 ●  How will the data manager inform the technology contact of these students? 
 ○  We suggest using this  Tech Tracker  template to help  with keeping track of new/withdrawing 

 students 

https://docs.google.com/document/d/1J1BMi1NPTfP1dsuYzakQao-E2dcVIkC3wdABVBFG7Po/edit?usp=sharing
https://docs.google.com/document/d/1J1BMi1NPTfP1dsuYzakQao-E2dcVIkC3wdABVBFG7Po/edit?usp=sharing
https://docs.google.com/document/d/1J1BMi1NPTfP1dsuYzakQao-E2dcVIkC3wdABVBFG7Po/edit?usp=sharing
https://drive.google.com/drive/folders/1qlEDmXUycIJOnqn7HNMp6HGqn3ciZ7lt?usp=sharing
https://drive.google.com/file/d/1YuS30oVbsvwKIw7bTBVYvl88Y3IawBv4/view
https://docs.google.com/spreadsheets/d/1Slz-HE7jEO2_eGdrDH7w-hmhrBTEp60BM_efeRn6BGw/edit#gid=1432902870
https://docs.google.com/spreadsheets/d/1Slz-HE7jEO2_eGdrDH7w-hmhrBTEp60BM_efeRn6BGw/edit#gid=1432902870


 PRIOR TO 1ST DAY 
 OF SCHOOL 

 COMMUNICAT 
 E OUT 

 PROCEDURES 
 TO TEACHERS 

 ●  Fill in  the School Technology Procedures template  after developing the school technology plan so that 
 teachers are informed of the procedures with technology 

 ●  Create or update a central hub/location for technology resources & needs 
 ○  Tech Resources Hub 

 ■  Google Sites 
 ■  Canvas 

https://docs.google.com/spreadsheets/d/1I1CRxY3RlkkJsGZJt9FDWOnWDD5KusdSIg4gcPTEYDw/copy
https://sites.google.com/cms.k12.nc.us/hresteachertech/home
https://drive.google.com/file/d/1Jg-3jdMsvs8c_KTk50Wyu67ldJjHvIHY/view?usp=drive_link

