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A comprehensive playbook for end-of-year Chromebook collection in K-12 schools,
covering timeline planning, collection logistics, damage documentation, summer
storage, and preparation for next year.

If you have ever managed an end of year chromebook collection at a school, you know the
feeling. The last week of school arrives, and suddenly your IT office looks like a triage center.
Devices are piled on tables, half of them with no asset tag visible. Teachers are sending students
down with Chromebooks in plastic bags. Parents are calling to say their child lost theirs three
months ago but forgot to mention it. And you have exactly five days to account for every single
device before the building empties for summer.

It does not have to be this way. Districts that treat device collection as a planned operation rather
than a last-minute scramble consistently recover more devices, document damage more
accurately, and start the next school year in a dramatically better position. According to CoSN's IT
management research, systematic end-of-year collection processes are among the highest-
impact practices for reducing fleet attrition costs. This playbook breaks down the entire process
into manageable phases, starting six weeks before the last day of school.

Phase 1: Planning and Preparation (6 Weeks Before Last
Day)

The biggest mistake districts make is waiting until the final week to think about collection. By that
point, you have lost most of your leverage and all of your margin for error. Start planning at least
six weeks out.
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Inventory Audit

Before you can collect devices, you need to know exactly what is out there. Run a complete
inventory audit against your device management system:
* Total devices deployed by school, grade level, and assignment status.

* Devices currently unaccounted for: Any device that has not been seen on the network in 30
or more days.

Devices in repair: Units currently in your repair queue that need to be resolved before
collection.

* Loaner devices: Temporary assignments that need to be tracked back to their home school.

* Devices scheduled for retirement: Units at end of life that will not be redeployed next year.

UserAuthGuard's bulk assignment tools make it straightforward to generate these reports across
multiple buildings, giving you a clear picture of your starting position.

Assemble Your Collection Team
Device collection is not a one-person job. Identify who will be involved and define their roles:
* IT staff: Manage the collection stations, process devices in the management system, and

handle technical issues.

* Building staff (front office, media specialists): Assist with logistics, manage student flow,
and help with communication.

* Teachers: Ensure students bring devices on the designated day and help with classroom-level
collection for younger students.

* Parent volunteers (optional): Can help with check-in stations during high-volume collection
days.

Communication Plan

Begin communicating early and communicate often. CoOSN's device management best

practices highlight parent communication as one of the highest-return activities for reducing end-
of-year device loss. Your messaging should reach three audiences:

1. Teachers: Inform them of the collection schedule, their role in the process, and any classroom-
level responsibilities. Provide them with a simple script for explaining the process to students.

2. Students: Explain when and where to return devices, what to bring (device, charger, case), and
what happens if a device is damaged or missing.
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3. Parents and guardians: Send home a letter or email at least three weeks before collection
explaining the timeline, expectations, and consequences for unreturned devices. Follow up with
reminders at two weeks and one week.

Phase 2: Pre-Collection Logistics (3-4 Weeks Before)

Set Up Collection Stations
Plan the physical layout of your collection areas. For each school, you need:

* Check-in station: Where students present their device and it is scanned into the system. This
should be the bottleneck point where every device is accounted for.

* Inspection station: Where devices are visually inspected and any damage is documented.
This can be combined with check-in for smaller schools.

* Sorting area: Where devices are separated into categories: good condition (ready for summer
storage), minor damage (needs repair), major damage (may need replacement), and missing
components (no charger, no case).

* Storage staging: Where inspected devices are organized into carts or bins for summer
storage.

Prepare Your Inspection Checklist

Standardize your inspection process so that every device is evaluated consistently regardless of
who performs the inspection:

1. Screen: Check for cracks, dead pixels, and scratches. Open the lid fully and close it to verify the
hinge operates smoothly.
2. Keyboard: Look for missing or stuck keys. Note any keys that are worn or have incorrect
keycaps.
. Trackpad: Test click and multi-touch functionality.
. Charging port: Inspect for physical damage. Plug in a charger to verify it accepts a charge.
. Exterior: Check for cracks, dents, sticker residue, and missing asset tags.

. Accessories: Verify that the charger and case (if issued) are returned with the device.
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. Power on test: Boot the device to confirm it reaches the login screen. Note any error
messages or abnormal behavior.

Print this checklist on cards or laminate them for each inspection station. Train inspectors on the
grading criteria before collection begins.



Prepare Damage Documentation Forms
For every device with damage beyond normal wear and tear, document:

* Device serial number and asset tag

* Student name and ID

* Description of damage with photos

* Assessment of whether damage was pre-existing or new

e Estimated repair cost

This documentation is critical for insurance claims, fee assessments, and warranty repairs.
UserAuthGuard's service workflows can automate much of this documentation process, creating
repair tickets directly from the collection inspection.

Phase 3: Handling Missing Devices (2-3 Weeks Before)

Missing devices are the most frustrating part of collection. Address them early while you still have

leverage.

First Notice (3 Weeks Out)

Send a list of students with unaccounted devices to building principals and teachers. Ask teachers
to verify whether the device is in the classroom, in the student's possession, or truly missing. Many
"missing" devices are actually sitting in a classroom cabinet or a locker.

Second Notice (2 Weeks Out)

For devices still unaccounted for, send direct communication to parents listing the specific device
(serial number, asset tag) assigned to their child and requesting its return. Include information
about the replacement cost and any applicable fees for unreturned devices.

Final Notice (1 Week Out)

Escalate remaining missing devices to building administration. In many districts, final report cards,
transcripts, or registration for next year can be held until school property is returned. Check your
district policy and state law before implementing holds.

After Collection: The Holdout List
After collection is complete, compile a final list of unreturned devices with:

e Student name, grade, and parent contact information
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e Device serial number and asset tag
* Replacement value

e All communication attempts documented with dates

This list goes to the business office for fee assessment and to the technology department for
remote lock or wipe if the devices are not recovered within a defined grace period.

Phase 4: Collection Day Execution

Staggered Collection Schedule

Do not try to collect every device in a single day. Stagger collection by grade level across the final
week:

* Monday-Tuesday: Seniors and graduating students (they leave earliest)

» Wednesday: Juniors and 8th graders

* Thursday: Sophomores and 7th graders

* Friday: Freshmen and 6th graders

For elementary schools, collect by grade level starting with the oldest students. This spreads the
volume and gives your team time to process each batch properly.

Collection Station Flow
Move students through the process efficiently:

1. Queue: Students line up with their device, charger, and case.

2. Scan: Staff member scans the asset tag or serial number barcode. The system confirms the
device matches the student's assignment.

3. Inspect: A second staff member performs the physical inspection using the standard checklist.

4. Document: If damage is found, photograph it and create a damage record linked to the
student's account.

5. Sort: Device is placed in the appropriate bin (clean, needs repair, missing parts).

6. Sign off: Student receives a receipt confirming their device was returned. This receipt is their
proof of return and protects them from future fee disputes.



Common Collection Day Problems and Solutions

* Student says device was already returned: Check the system immediately. If no record
exists, the device was not returned through proper channels. Ask the student when and where
they returned it and follow up with that location.

* Device has a different student's name: This happens more often than you would expect,
usually from informal device swaps. Record both the current holder and the assigned student,
and update your records accordingly.

* Device will not power on: Accept it anyway. Document "does not power on" as the condition

and process it for repair evaluation during summer.

* Student brings device but no charger: Accept the device and note the missing charger.
Decide in advance whether to assess a fee for missing chargers.

Phase 5: Processing Returns in Your Management System

Every returned device needs to be updated in your management system the same day it is
collected. Do not let a backlog build up.

* Unassign the device from the student in your device management platform.

* Update the device status to "collected"” or "summer storage."

* Create repair tickets for any devices with documented damage.

* Flag devices for retirement that are at end of life or not worth repairing.

* Record missing accessories for reorder during summer.

Phase 6: Summer Storage and Maintenance

Storage Best Practices

* Climate control: Store devices in a temperature-controlled environment. Extreme heat in un-
air-conditioned buildings damages batteries and screens. Ideal storage temperature is 60 to 75
degrees Fahrenheit.

* Charge level: Store Chromebooks with batteries between 50 and 80 percent charged. Storing
fully charged or fully depleted batteries for extended periods reduces battery lifespan.

* Organization: Store devices in labeled carts or bins organized by grade level and condition.
This makes fall deployment dramatically faster.



e Security: Lock storage rooms and limit access. Document who has access during summer
months.

e Charge cycles: If possible, power on devices once during summer to allow them to charge and
apply any queued updates. This prevents batteries from deep discharging and ensures devices
are current when deployed in fall.

Summer Repair and Maintenance
Summer is when your repair team catches up. Prioritize repairs based on fall deployment needs:

1. First priority: Devices assigned to incoming students who do not currently have a device.

2. Second priority: Devices with minor damage that can be repaired quickly (keyboard
replacements, screen repairs).

3. Third priority: Devices with major damage that require parts ordering and extended repair
time.

4. Retirement processing: Devices that are not cost-effective to repair should be processed for
recycling or surplus according to your district's asset disposal policy.

Phase 7: Preparing for Next Year

The best collection playbook is also a deployment playbook in reverse. While devices are in
summer storage, prepare for fall:

* Update your inventory database with final counts: devices in storage, devices in repair,
devices retired, and devices still missing.

* Calculate your device gap: Compare available devices to projected enroliment for next year.
Order replacements early to avoid back-to-school supply chain delays.

* Pre-assign devices to known returning students based on enrollment data. This cuts days off
your fall deployment timeline.

* Update your OU structure in Google Admin to reflect any school boundary changes, new
buildings, or reorganized grade levels.

* Refresh your acceptable use policies and device agreements with any changes for the new
school year.

* Order accessories: Chargers, cases, and replacement parts based on your collection damage
data.

Collection Checklist Summary




Here is your condensed checklist for quick reference:

6 Weeks Before

* Run complete inventory audit
* Assemble collection team and assign roles

* Draft communication plan for teachers, students, and parents

4 Weeks Before

e Send first parent communication
* Brief teachers on collection schedule and their responsibilities

* Order supplies (labels, bins, inspection checklists)

3 Weeks Before

¢ Send missing device first notice
* Set up collection station layouts

* Train inspection team on damage assessment criteria

2 Weeks Before

e Send second parent reminder
* Send missing device second notice to parents

» Test barcode scanners and inspection station workflow

1 Week Before

* Send final parent reminder
e Escalate missing devices to administration

* Confirm collection station supplies and staffing

Collection Week

* Execute staggered grade-level collection schedule
* Inspect, document, and sort every returned device
* Update management system same-day for each batch

* Issue return receipts to students



Post-Collection

e Compile final missing device list
* Process devices into summer storage
* Begin summer repair cycle

* Calculate inventory for fall and place replacement orders

Lessons from the Field

After years of working with K-12 districts on device collection, and consistent with findings from

NCES data on district technology spending, these are the patterns that separate smooth

collections from chaotic ones:

* The districts that start early finish on time. Six weeks of planning beats six days of panic

every time.

Consistent communication reduces missing devices by 30 to 50 percent. Most
unreturned devices are not stolen. They are forgotten in a backpack or closet. Persistent, multi-

channel reminders solve this.

Student receipts eliminate disputes. When a parent claims their child returned a device, a
signed receipt with a timestamp and condition record settles the question immediately.

Standardized inspections save money. When every device is inspected the same way, you
catch damage that would otherwise go undocumented and cost you at redeployment.

Summer is for repair, not rest. Districts that use summer to process repairs start the new

year with a full fleet instead of a backlog.

Simplify Your Collection with UserAuthGuard

UserAuthGuard's bulk assignment and service workflow tools are designed to make end-of-
year collection manageable at any scale. Scan devices in, document conditions, create repair

tickets, and update your inventory in one streamlined workflow.

Request a demo to see how UserAuthGuard can help your district run a stress-free collection this

spring.
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Want to see UserAuthGuard in action?

Manage Chromebooks effortlessly. Free for up to 100 devices.

userauthguard.com/signup | Book a Demo
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