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Highmark Caring Place
iPad Guidlines
1. Respect…..
· Respect others’ work—Don’t change anything that isn’t yours (other projects on the iPad or apps or iPad settings).
· Respect others’ confidentiality—If you want to share anything from the group, make sure you share only your own personal information and pictures with others outside of your group. In other words, don’t send or post photos or projects of other group members, and don’t even share your own projects if they contain photos of other group members.
· Respect others’ privacy—Stay focused on your project and keep from looking at other’s work that may be stored on the iPad.
· Respect the iPad—Treat it as a computer, not a toy.
· The internet—Use the internet only to help you with your project (you can surf for fun at home).

2. Help…..
· Ask for help if you need it.
· Help another group member if they need it.
· Help the adult volunteers .

3. Printing….
· Only 2 projects can be printed for each group member.
· Ask a volunteer before you print your project.

4. Saving projects……
· Understand that anything left on the iPads has the potential to be seen by others.
· All projects and photos left on the iPad following the last night of group will be deleted.

Volunteer Notes:
Before any iPad activity there should be a discussion about how the iPad is intended to be used in group and what is expected of group members.
Confidentiality
The conversation should focus around respecting the privacy of group members: 
· Just as we don’t share verbally what happens at the Caring Place (we don’t tell someone at school what one of our group members shared during group), we don’t use the iPad or internet to share information about our group members.
· The iPads are to be used to create projects that are meaningful to themselves about themselves, their family, their loved one who died, etc. They are not to use the iPad/internet to share pictures of their group members or stories that they hear at the Caring Place with anyone outside of their group.
· iPads are used for many groups at the Caring Place; therefore, there may be pictures and other information about a person in a Caring Place group other than theirs on the iPad. We ask everyone to refrain as much as possible from looking at that information and, again, respecting the privacy of other group members the same as the member in their own group.



How the internet can be used:
Also, volunteers should help the group understand that while there are many things that the internet can be used for, at the Caring Place we are going to use the iPad and the internet for a specific project:
· Group members can use the internet to look for pictures, or anything else appropriate that might help them with their project; however, we ask that they not “surf the internet” just for fun.
· The iPads are set up in specific ways to be used at the Caring Place, therefore, even if they know how to change a photo, information, an app, etc., we ask that they leave everything on the iPad when they are finished with their project as it was when they started.
· Social Media sites such as Facebook, Twitter, and Instagram may be accessed to retrieve photos and other items to aid in the creation of the projects. 
· Keep on task. Although the internet is full of many interesting things, remember why we are at the Caring Place. Volunteers will monitor the use of the machines. Random surfing of the internet and watching of videos is not appropriate use of the iPads.


Printing Projects:
Because of the high cost of ink, we need to limit the number of projects that we print per group member to 2. We know this can be very difficult as it may require us to decline a child/teen’s request.  
· Explain the limit to the group up front so they (hopefully) choose wisely when they ask to have something printed. And when they do ask to have their project printed, remind them of the limit so, again, they can have the chance to think about whether or not they want the project printed.
· A project that can’t be printed can be emailed to them to be printed at home or elsewhere (Wal-Mart, Target)
· If you, the volunteer, feel like there is a reason to make an exception to this rule, ask a staff member first.

Saving Projects:
We are limited in what projects can be saved due to confidentiality (anything saved on the iPad can be viewed by others using it) and sheer volume.
· The kids should know that if their project is on the iPad, it has the potential to be viewed by members of other Caring Place groups.
· At the end of each group session, all projects will be cleared off the iPads so be sure that the group members have copies (hard copy or emailed) of anything they created that they want to keep.
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