Bastion#lnsurance

Device Care Guide

Looking after your school laptop or tablet

This guide explains how school devices must be looked after at home, at school and while travelling between
the two.

The insurance policy covers sudden and unexpected accidental damage, but it does not cover every type of
damage. Claims may be declined if the device has not been looked after properly, if reasonable care has not
been taken, or if the damage could reasonably have been avoided.

Please read this guide carefully and follow it whenever the device is used, carried or stored.

1. Use the approved case or sleeve

The device must be kept in an approved protective case or sleeve when it is being carried or transported.
This includes when the device is:

1. travelling to or from school;

2. being carried between classrooms;

3. being carried in a school bag, sports bag or rucksack;
4. being taken on school trips;

Putting the device loose in a bag is not enough. The device should be separately protected in a protective case
or sleeve that fully protects the front, back, sides and corners of the device, and is in good condition.

A claim may be declined if the device was not protected in a protective case or sleeve at the time of the
incident.
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2. Keep the device away from liquids

Liquids are one of the most common causes of avoidable damage.
The device should never be carried or stored next to:

water, drink or sports bottles;
Flasks;

lunch boxes or food containers;
wet clothing;

anything else that may leak or spill.
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If a bottle or container leaks in a bag and damages the device, the claim may be declined unless reasonable
steps were taken to keep the device safe.

To reduce the risk of liquid damage:

1. keep bottles and food containers in a separate bag from the device;

2. keep the device in an approved case or sleeve;

3. do not place drinks near the device when it is being used;

4. do not use the device near sinks, baths, swimming pools, wet floors or outdoor wet areas.

3. Take care when packing school bags

The device should not be packed tightly with heavy, sharp or bulky items.
Do not store or carry the device directly with:

sports equipment;

football boots;

chargers with exposed plugs;

lunch boxes;

musical instruments;

tools, keys, or sharp objects;

anything that may press, bend or crack the device.
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Pressure inside a bag can crack screens, bend casings, damage hinges or loosen keyboard keys. Claims for
this type of damage may be declined if reasonable care was not taken.

The device should be placed flat, protected in its case or sleeve, and kept away from heavy or sharp items.
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4. Do not leave the device where it may be knocked, stepped on or
fallen on

The device, or any bag containing the device, should not be left in places where it is likely to be damaged.

This includes:

at the side of football, rugby or sports pitches;
on playgrounds;
on classroom floors;
in corridors;
on benches or seats where someone may sit on it;
in changing rooms;
in sports halls;
in dining areas;
near doors or walkways;
. anywhere a ball, person or object may hit it.
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If the device is damaged because it was left somewhere unsafe, the claim may be declined.

When the device is not being used, it should be kept in a safe place such as a secure classroom areq, locker,
desk, cupboard or other location approved by the school.

5. Handle the device carefully

The device should be handled carefully at all times.
You must not:

throw, drop, kick or swing the device;

throw, drop, kick or swing a bag containing the device;

sit, stand, lie or lean on the device;

place heavy items on top of the device;

force the screen, hinge, charger, keyboard or ports;

pick, pull or remove keys from the keyboard;

allow other pupils to handle the device in a way that may cause damage;
use the device during rough play or sports activity.

©NOON®N

Damage caused by misuse, rough handling or avoidable pressure may not be covered.
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6. Look after the keyboard, screen, hinges and ports

Keyboard keys, screens, hinges, charging ports and connectors can be damaged by rough use or repeated
pressure.

To help prevent damage:

open and close the device carefully;

do not force the screen back beyond its normal range;
do not pick at or remove keyboard keys;

do not eat over the keyboard;

keep dirt, crumbs, sand and debris away from the device;
plug chargers and cables in gently;

do not force plugs into ports;

do not carry the device by the screen.
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Claims for loose keys, damaged keycaps, broken ports, damaged hinges or similar issues may be declined if
the damage is caused by wear and tear, repeated use, poor care, dirt, debris or misuse.

These parts are only covered where the damage is caused by a sudden, identifiable insured incident.

7. Report damage promptly

If the device is damaged, you should report it as soon as possible.
Do not continue using the device if doing so may make the damage worse.
For example, you should not keep using the device if:

the screen is cracked and is getting worse;
liquid has entered the device;

the device is overheating;

the casing is bent;

the charger port is loose;

the hinge is damaged,;

keys are coming loose;

the device will not charge properly.
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Further damage caused by continuing to use a damaged device may not be covered.
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8. Be ready to explain what happened

If a claim is made, you will need to provide a reasonable explanation of when, where and how the damage
happened.

This may include:
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the date and approximate time of the incident;

where the device was;

who was using or carrying it;

how the damage happened;

whether the device was in an approved case or sleeve;

whether the device was in a bag;

whether liquids, food, sports equipment, heavy items or sharp items were nearby;
photographs of the device, case, bag or location, where available.

If no reasonable explanation can be provided and the damage appears to have been caused by misuse, poor
care, wear and tear or an excluded event, the claim may be declined.

9. Simple rules to remember
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Keep the device in its approved case or sleeve.

Keep it away from liquids and food.

Do not pack it tightly with heavy or sharp items.

Do not leave it on floors, benches, sports pitches or other unsafe places.
Do not sit, stand, lean or place heavy items on it.

Handle the keyboard, screen, hinges and ports carefully.

Report damage as soon as possible.

Be ready to explain what happened if a claim is made.

10. Parent, pupil and school responsibility

The device may be used by a pupil, but reasonable care must still be taken.

Parents, guardians, pupils and school staff should all help make sure the device is used, carried and
stored safely.

Failure to follow this Device Care Guide may result in a claim being declined or reduced where that
failure causes or contributes to the damage.
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