
Technology End of Year Checklist 
 

 

Cameras - Digital & Flip

•Remove batteries from the camera.   
•Some Flip cams charge through USB and will not have batteries that need to be removed.

Document Cameras

•If you are expected to turn in your document camera for inventory purposes, disconnect the cables from the 
computer (including the power cord), wrap them up, and store them in a bag with the document camera.

Interactive White Boards

•Collect pens and wands if applicable and secure them in a locked cabinet or drawer.
•Now would be a good time to clean the surface of your board with a baby wipe.
•Unplug and tie up the cables.
•Consider convering the surface of your board with plastic.  Trashbags work great as a cover!

iPods

•Secure iPods in a locked cabinet or drawer.
•Now would be a great time to sanitize the earbuds with alcohol swabs.

Laptops

•Ensure that the power bricks are stored with the laptops.
•Make sure that laptops belonging to a cart are placed in the correct cart, with the power brick connected.  
Carts must be locked and the keys need to be stored in a seperate location.

Phones

•Do not unplug or move your phone for any reason.
•Phones are tied to a speciifc location,  so if you call from the phone in an emergency, they know exactly 
where you are.

Student Response Systems

•It is a good idea to take out the batteries.  If you do so, place the batteries in a baggie and store them with the 
set.  It never hurts to ask your principal to purchase new batteries for your response set.
•A quick timesaving tip if you decide to take out the batteries...unscrew the back, take out the batteries and 
then store the screws and back plates in a baggie, so they are ready for when you replace the batteries.
•Remove the hub from your computer and store it with the student response system.

Teacher & Student Workstations

•Back up your favorites and save any files on your desktop to your H: drive or Weblocker.

Wireless Slates

•Unplug the charger, whether it be an AC-adapter or a USB cable.  Wrap up the cord or cable and store it with 
the slate.
•Remove the bluetooth receiver from your computer and store it with the slate.
•Secure the slate and all parts in a locked cabinet or drawer.


