Alexander County
Middle Schools
Chromebook 1:1 Handbook

Alexander County Schools Board of Education Policies

Students will follow all BOE policies that relate to the use of technology in the
educational environment. Failure to follow any of these policies as written may
constitute disciplinary action. BOE policy numbers: 3220, 3225, 3226

The policies, procedures, and information within this document apply to all Chromebooks or other
similar devices used as a part of a student loan initiative-including, but not limited to a 1:1
initiative. This handbook will be reviewed and modified for changes and updates on a yearly

basis.


http://policies.alexander.k12.nc.us/board/policies.nsf/cdae783d05b6a5cd85257230007022fa/542febed69f3b10185257e2100495aab?OpenDocument
http://policies.alexander.k12.nc.us/board/policies.nsf/cdae783d05b6a5cd85257230007022fa/26b30e40968cd29d85257d03006b6100?OpenDocument
http://policies.alexander.k12.nc.us/board/policies.nsf/cdae783d05b6a5cd85257230007022fa/aebb8823a0c6290c85257d10006c3069?OpenDocument

Receiving Your Chromebook:

Chromebooks will be distributed during homeroom of the first week of school. Parents
& students must sign and return the Chromebook Policy Sign-off and Student
Pledge document before the Chromebook can be issued to their child. This
document will be signed by students upon completion of Chromebook training. The
student sign-off sheet will be copied/sent home to parents for a parent signature to be
returned with the technology fee.

Technology fee:

Alexander County Schools requires that a technology fee be paid prior to deployment of
the Chromebook to your child. The annual fee of $30 per device will cover/include
individual student insurance and protective cover. (Trinity 3 Platinum).

Training:
Students will be trained on how to use the Chromebook by their teacher. Training

documents and videos will be available online for students and parents to refer to when
needed.
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https://drive.google.com/a/alexander.k12.nc.us/file/d/0B7QRR_C7cht9UXhIcW4yM0ltWlE/view?usp=sharing

Return:
Student Chromebooks and accessories (i.e., charger and battery) will be collected at
the end of each school year for maintenance over summer vacation.

Any student who transfers out of EAMS/WAMS will be required to return his/her
Chromebook and accessories. If a Chromebook and accessories are not returned, the

parent/quardian will be held responsible for payment in full. If payment is not received,
the parent/guardian may be turned over to a collection agency.

Taking Care of Your Chromebook:

Students are responsible for the general care of the Chromebook issued to them.
Chromebooks that are broken or fail to work properly must be taken to the designated
school person. If a loaner Chromebook is needed, one will be issued to the student until
the Chromebook can be repaired or replaced.

General Precautions:

o No food or drink is allowed next to your Chromebook while it is in use.

o Cords, cables, and removable storage devices must be inserted carefully into the
Chromebook.
Students should never carry their Chromebook while the screen is open.
Chromebooks should never be shoved into a locker or wedged into a book bag
as this may break the screen.

o Do not expose your Chromebook to extreme temperature or direct sunlight for
extended periods of time. Extreme heat or cold may cause damage to the
Chromebook.

Carrying the Chromebook:

The protective shell of the Chromebook will only provide basic protection from everyday
use. It is not designed to prevent damage from drops or abusive handling. Please use
extreme caution when transporting your Chromebook. You should not toss your
backpack or drop the backpack if your Chromebook is inside. All chromebooks should
be contained in the protective case at ALL times.




Screen Care:
The Chromebook screen can be easily damaged. The screens are particularly sensitive
to damage from excessive pressure on the screen.

Do not lean on top of the Chromebook.

Do not place anything near the Chromebook that could put pressure on the
screen.

Do not place anything in the carrying case that will press against the cover.

Do not poke the screen.

Do not place anything on the keyboard before closing the lid (e.g. pens, pencils,
notebooks).

o Clean the screen with a soft, dry anti-static, or micro-fiber cloth. Do not use
window cleaner or any type of liquid or water on the Chromebook. You can also
purchase individually packaged pre-moistened eyeglass lens cleaning tissues to
clean the screen. These are very convenient and relatively inexpensive.

Using Your Chromebook

At School:

The Chromebook is intended for use at school each and every day. Chromebooks
should be with students at all times. In addition to teacher expectations for Chromebook
use, school messages, announcements, calendars, academic handbooks, student
handbooks and schedules will be accessed using the Chromebook. Students must be
responsible for bringing their Chromebook to all classes, unless specifically advised not
to do so by their teacher, in accordance to school policy.

The Alexander County Schools district makes no guarantee that the district's network

will be up and running 100% of the time. In the rare case that the network is down, the
district will not be responsible for lost or missing data. With cloud storage, lost data is

unlikely.

At Home:

Students are required to take their Chromebook home each night. Chromebooks must
be brought to school each day in a fully charged condition. Students are expected to
charge their Chromebooks each evening.

Home Internet Access: Connecting to Your Wireless Network at Home

Chromebooks are equipped with Internet filters designed to prevent students from
viewing and/or accessing obscene, pornographic, and/or material that might be
considered harmful to minors. While these filters apply in all locations,
parents/guardians should make monitoring Internet use at home a top priority.


https://docs.google.com/document/d/1mu8Deeq1PVdkBt6uDfjc_uBMJjaCXKdIgjvBr6oXQ5I/edit?usp=sharing

Unfortunately, Internet filtering measures cannot guarantee students may not be able to
access such materials when filters are intentionally and purposefully by-passed without
permission. Parents/guardians are always encouraged to take the necessary
precautions for Internet safety with your student!

e Students are allowed to set-up wireless networks on their Chromebooks. This
will assist them with Chromebook use while at home.

e All students should recognize and guard their personal and private information.
While on the Internet, students shall not reveal personal information, including
a home address or phone number, or the address or phone numbers of other
students.

e All activity on the Chromebook and/or district-issued email account/Google
Apps account, whether conducted at school or off-site, is subject to search as
district property.

Sound:

Sound must be muted at all times unless permission is obtained from the teacher for
instructional purposes. Students are responsible for having their own
headphones/earbuds for use as directed. These will not be provided by classroom
teachers.

Printing:
Printing functionality via the Chromebook will not be supported by ACS. Teaching
strategies will facilitate digital copies of homework.



Technology Standards
and Digital Resources

The North Carolina Information and Technology Essential Standards are part of your
child’s daily learning experience. The standards are divided into five key skills that are
fundamental in preparing students to be successful.

These five key skills include:

e Informational Text (K- 5)

e Sources of Information
e Research Process

e Technology as a Tool

e Safety and Ethical Issues
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http://www.dpi.state.nc.us/docs/acre/standards/new-standards/info-technology/grade6.pdf
https://www.google.com/edu/products/productivity-tools/

Managing Your Files and Saving Your Work:

Students may save documents to their Google Drive, or they may save to an external
memory device such as a USB flash drive. Saving to Google Drive will make the file
accessible from any computer with internet access. Students using Google Drive to
work on their documents will not need to save their work, as Drive will save each
keystroke as the work is being completed. It will be the responsibility of the student to
maintain the integrity of his/her files and keep proper backups. Students will be trained
on proper file management procedures.

Apps and Extensions on Chromebooks:

Originally Installed:

Chromebook software is delivered via the Chrome Web Store. These are web-based
applications that do not require installation space on a hard drive. Some applications,
such as Google Drive, are available for offline use.

All Chromebooks are supplied with the latest build of Google Chrome Operating System
(OS), and many other applications useful in an educational environment. The Chrome
OS will automatically install updates when the computer is shutdown and restarted.

From time to time, the school may add software applications for use in a particular
course. This process will be automatic with virtually no impact on students. Applications
that are no longer needed will automatically be removed by the school as well.

Virus Protection:
Virus protection is unnecessary on the Chromebook due to the unique nature of its
design.

Inspection:

Students may be selected at random to provide their Chromebook for inspection. The
purpose for inspection will be to check for proper care and maintenance as well as
inappropriate material being carried into the school. Inappropriate material found on the
chromebook will be subject to disciplinary action in accordance to school policies.


https://support.google.com/chromebook/answer/2809731?hl=en

Penalties for Improper Use:

The use of vulgar, suggestive, or otherwise inappropriate language will not be tolerated.
Violation of applicable state and federal laws or posted classroom, school, and district
rules may result in loss of network and computer lab privileges and/or other disciplinary
action as defined in the appropriate handbooks, up to and including suspension or
expulsion. Violations could also lead to referral to legal authorities for prosecution under
applicable laws.

Access to district technology resources may be denied or terminated if one is identified
as a repeat offender, or if an initial offense is of sufficient severity to justify immediate
denial of access to district technology resources. The Alexander County School district
recognizes the need to provide technology to further the educational goals and mission
of the District. The Internet and communication resources provide unique educational
opportunities and challenges to a learning community.

Protecting & Storing Your Chromebook:

Chromebook Identification:
Chromebooks will be labeled in the manner specified by the school. Chromebooks can
be identified in the following ways:

e Record of serial number and ACS asset tag
e Individual’'s Google Account username

Under no circumstances are students to modify, remove. or destroy identification labels.

Storing and Securing Chromebooks:

The safety and security of the Chromebook is always the priority of the student.
Students are responsible for securely storing their Chromebook during extra-curricular
events. Under no circumstance should a Chromebook be stored in unsupervised areas.
Unsupervised areas include the school grounds and campus, the cafeteria, unlocked
classrooms, media center, locker rooms, dressing rooms, hallways, bathrooms,
extra-curricular bus, in a car, or any other entity that is not securely locked or in which
there is not supervision.

Unsupervised Chromebooks will be confiscated by staff and taken to the Principal’s
office. Disciplinary action will be taken for leaving a Chromebook in an unsupervised
location.



Personalizing the Chromebook:

Chromebooks must remain free of any decorative writing, drawing, paint, tape, or
labels that are not the property of Alexander County Schools. Spot checks for
compliance will be done by administration or ACS Technicians at any time.
Violations will result in disciplinary action.

Students who have paid their technology fee and returned all signed documents may
personalize their Chromebook cases in accordance to school policies.

The intent of this device is for educational purposes. Chromebooks are subject to
inspection by teachers and/or administrators at anytime. Students must follow the
Alexander County Schools Acceptable Use Policy (BOE Policy 3225).

Repairing or Replacing Your Chromebook:

Chromebooks Undergoing Repair:
e Loaner Chromebooks may be issued to students when they leave their
Chromebook for repair at the Media Center Tech Office.
e If repair is needed due to malicious damage, the school may refuse to provide a
loaner Chromebook.

Intentional Misuse or Abuse:

e If the Accidental Damage Insurance Provider denies a claim due to intentional
misuse or abuse or if ACS Technology Personnel deem damage to be the result
of misuse or abuse, the student will be required to pay for the repair(s)
regardless of whether or not the $30 technology fee has been paid.

e Parents/students will be charged for full replacement cost of a device that
has been damaged due to intentional misuse or abuse.

e The Alexander County School system will require that a police report be
submitted in cases of theft. Fraudulent reporting of theft will be turned over to the
police for prosecution. A student making a false report will also be subject to
disciplinary action as outlined by the school discipline code.

e A student may lose the use of a Chromebook at the discretion of the
administration.

Technology Fee/Damage Deductibles

Alexander County Schools requires that a technology fee be paid prior to the issuance
of the Chromebook to your child. The technology fee is $30.00 annually for each
Chromebook. If a student withdraws from Alexander County Schools and then re-enrolls


http://policies.alexander.k12.nc.us/board/policies.nsf/cdae783d05b6a5cd85257230007022fa/26b30e40968cd29d85257d03006b6100?OpenDocument

later in the current school year, the technology fee at the student’s initial registration will
be reinstated along with the number of claims made prior to withdrawal.

Damaged Device and Accessories:

A Chromebook or any of its accessories that are damaged is the responsibility of the
student and parent involved in the loss of property. The user will not be given another
device or accessory to use until the replacement cost of the lost/damaged device or
accessory is paid to the school.

A student may lose the use of a Chromebook at the discretion of the administration.

1:1 Day Use Policy/Procedures

Day Use Policy is limited to those students whose parents choose not to participate and
decline the issuance of a Chromebook to their child for a variety of reasons OR if a
student has lost the use of an individual Chromebook.

Students who work within the parameters of the Day Use Policy are still required to
complete all assignments issued by his/her teacher. They may complete these on-line at
home using a home device, or they may complete them in a pencil-paper format.
Individual directives on assignments will be given by the classroom teacher.

e Day Users are financially responsible for any damages incurred during the
use of the Chromebook.

LCD Screen Replacement - $89.00

Keyboard Replacement - $50.50

Motherboard - $349.00

Battery - $82.50

Outside Cover - $48.00

Hinge Set - $33.00

0O O O O O O

Students should go before school to the media center and check out a Chromebook
each day. They must return their Chromebook to the designated location prior to them
leaving the school for the day. While this may seem an inconvenience, we do not have
the luxury of having extra Chromebooks in each classroom.

Day Use Chromebooks will be marked via their protective cases for identification.
Students are still responsible for the care of this Chromebook. Parents are responsible
for any damage to the Chromebook during day use and may be subject to a repair fee.
A student may lose the use of a Chromebook at the discretion of the administration.



Updates/Revisions to the 1:1 Middle School Handbook

School administration and district-level leadership reserve the right to make additions
and/or changes to the 1:1 Middle School Handbook should the need arise during the

initial implementation year of 2016-2017. Any changes to the handbook during the course
of the school year will include the amendment date to keep parents/students aware of

said changes.
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Alexander County Schools
Chromebook Policy Handbook
Student Pledge

| will take good care of my Chromebook

| will only use my school issued gmail account to log onto my chromebook.

| will never leave my Chromebook unattended in an unsecured or unsupervised
location.

| will never loan out my Chromebook to other individuals.

| will know where my Chromebook is at all times.

| will charge my Chromebook’s battery to full capacity each night.

| will keep food and beverages away from my Chromebook since they may cause
damage to the device.

| will not disassemble any part of my Chromebook or attempt any repairs.

| will protect my Chromebook by always carrying it in a secure manner to avoid
damage.

| will use my Chromebook in ways that are appropriate for education purposes
only.

I will not place decorations (stickers, markers, writing, etc.) on the
Chromebook.

| understand that the Chromebook | am issued is subject to inspection at any
time without notice and remains the property of Alexander County Schools.

| will follow the policies outlined in the Chromebook Policy Handbook and the
District Acceptable Use Policy while at school, as well as outside the school day.
| will file a police report in case of theft or damage caused by fire.

| will be responsible for all damage or loss caused by neglect or abuse.

| agree to pay the full replacement cost of my Chromebook, power cord/charger,
in the event that any of these items are lost or intentionally damaged.

| agree to return the Chromebook, power cord, and charger in good working
condition at the end of each school year.

| agree to keep my Chromebook in an approved protective case at all times .

School administration reserves the right to modify or revoke user privileges as
deemed appropriate due to any violations of school policies, Alexander County
Board of Education policies, and/or procedures.



Alexander County Schools

CHROMEBOOK AGREEMENT
Parent and Student please initial each section and complete bottom of form:
P: TERMS:
e You agree to pay $30 annual device technology fee.
S: e  You will comply at all times with the Alexander County School System’s Chromebook

Policy Handbook and its guidelines as well as the ACS Technology Acceptable Use
Policy. Any failure to comply may terminate your rights of possession effective
immediately and the school may suspend student use of the device. Chromebooks are
assigned to a single individual and are not to be shared.

P: TITLE:
e Legal title to the Chromebook is ACS and it shall remain there. The student’s right of
S: possession and use is limited to and conditioned upon full and complete compliance with
this Agreement and the Chromebook Policy Handbook.
P: DAMAGE:
e If the property is accidentally damaged, Alexander County Schools will assess the
S: Chromebook damage and repair or replace the device under the accidental damage

policy. If the property is stolen, a police report must be filed by the student or student’s
parents/guardian involved in the loss of property. Loss or theft of the property must be
reported to the proper school authorities by the next school day after the occurrence.
Fraudulent reporting of theft will be turned over to the police for prosecution.

e If the Accidental Damage Insurance Provider denies a claim due to intentional misuse or
abuse or if ACS Technology Personnel deem damage to be the result of misuse or abuse,
the student will be required to pay for the repair(s) regardless of whether or not the $30
technology fee has been paid.

P: REPOSSESSION:
e  Students not complying with all terms of this Agreement and the Chromebook Policy
S: Handbook, including the timely return of the property, will be declared to be in default and

authorities may be sent to your place of residence, or other location of the Chromebook to
take possession.

P: TERM OF AGREEMENT:
e Your right to use and to possess the property terminates no later than the last day of
S: classes during the school year unless earlier terminated by the school or upon student

withdrawal from the Alexander County School System.

P: APPROPRIATION:
e  Your failure to timely return the property and the continued use of it for non-school
S: purposes without the school’s consent will be considered unlawful appropriation of school
property.

Signature assures that student and parent have reviewed and agree to follow the Student Pledge and
Chromebook Agreement Form

Student Information

Last Name First Name
Address
Home Phone Cell Phone

Student Signature

Parent Signature

For office use only:
Destiny # Receipt # Date received: Received by: $




Appendix A
FREQUENTLY ASKED QUESTIONS

1. As a parent/guardian, how do | monitor my child’s use of the internet?

While your child is using the ACS network either on Chromebooks or other school devices,
there are filters available. Parents should be aware of their child’s use of the internet. Please
see the attached document entitled “Parents’ Guide to Safe and Responsible Student Internet
Use”.

2. What if we don’t have wifi at home?

A Chromebook’s use is maximized with wifi. If a family does not have wifi, a student may use
the Chromebook at school, at the public library, at local businesses with wifi capabilities, or
wherever wifi is available. Google Apps are available offline and files will sync with their Google
Drive when they connect to ACS network. All of the critical functionality of the chromebook is
available through Google Chrome web browser on any internet capable computer as well.

3. What if a student forgets to charge the Chromebook?

There will be limited power outlets in the classrooms. Students are required to take their
Chromebook home each night. Chromebooks must be brought to school each day in a fully
charged condition. Students are expected to charge their Chromebooks each evening.

4. Will students keep the Chromebook for the summer?
Chromebooks and all ACS accessories will be returned during the final week of school so they
can be checked for any service needs and prepared for use the following year.



Appendix B

Parents' Guide to Safe and Responsible Student Internet Use

The Alexander County Schools District recognizes that with new technologies come new
challenges to both teachers and parents. Below is a series of suggestions drawn from a wide
variety of professional sources that may aid you, the parent, in effectively guiding your child’s
use of the Chromebook.

1. Take extra steps to protect your child. Encourage your child to use and store the Chromebook
in an open area of your home, such as the kitchen or family room, so you can monitor what your
child is doing online. Use the Internet with your child to help develop safe surfing habits.
Children often model adult behavior.

2. Go where your child goes online. Monitor the places that your child visits. Let your child know
that you're there, and help teach her/him how to act as s/he works and socializes online.

3. Review your child’s friends list. You may want to limit your child’s online “friends” to people
your child actually knows and is working with in real life.

4. Understand sites' privacy policies. Internet sites should spell out your rights to review and
delete your child’s information.

5. Limit the time your student is on the Chromebook. While the Chromebook is a very engaging
device, it is a school work device. Care and constant monitoring will reduce your child’s
exposure to excessive use.

6. Report unwelcome or malicious online threats. Report in a timely fashion to the school any
online interactions that can be considered threatening.

7. Help your child develop a routine. Many parents have found success by helping create a
routine for their child’s computer use. Define a routine as to how the Chromebook is cared for
and when and where its use is appropriate.

8. Take a look at the apps or programs. It is to the advantage of the students, parents, and
school that the parents have a working understanding of the programs and student work found
on the Chromebook.

9. Read and share with your child the ACS Chromebook Handbook. By reading and discussing
the care and use policies, you can create a clear set of expectations and limitations for your
child.

General Tips for Parents for Internet Safety:

* Talk with your child about online behavior, safety, and security early on and continually. Set
rules for the internet just as you do on use of all media sources such as television, phones,
movies, and music.

* Monitor your child’s computer use. Know their passwords, profiles, and blogs. When the
Chromebooks are taken home by the student, it is strongly recommended that it will always be
used in a common family location.

* Let children show you what they can do online and visit their favorite sites.
« Set limits and clear expectations for computer use.
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