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Norwood-Norfolk Central School District Technology Mission

Teachers will empower students to achieve their full potential as
creative, purposeful lifelong learners who strive for academic

success, responsible citizenship and well-being in a collaborative,
diverse and dynamic learning community.  The district will use

technology as a tool to enhance collaboration and communication
among teachers, parents, students, and the community.



Norwood-Norfolk Central School Chromebook Program

The focus of the Norwood-Norfolk Central School 1:1 Program is to prepare students for their
future, a world of digital technology and information. An atmosphere that provides students with
immediate access to online resources, local network resources, online-based information, and
textbooks is essential to thrive in the 21st century. Research indicates that students who have
access to technology on a regular basis show a significant improvement in their learning skills
over those who do not have this opportunity. With this in mind, every effort will be made to
provide access to quality resources that will reshape how students learn.

With the issuance of personal devices also comes the need to establish rules, policies, and
regulations that will govern the use of the equipment. These issues range from the need to protect
student access, to care and maintenance of the laptops. Each student in grades K-12 will be
issued a laptop computer for their use. The laptop will be assigned to a student in the same
manner in which a textbook is issued. This means that the serial number of the unit and other
identifying information will be recorded and students and parents will sign for the equipment.

Students live in an on-demand, technology-dependent world. They learn differently and approach
school work differently than students did even a few years ago. Excellence in education requires
that technology is seamlessly integrated throughout the educational program. Increasing access
to technology is essential for that future. The individual use of laptops is a way to empower
students to learn at their full potential and to prepare them for the real world of college and the
workplace. Laptops encourage students to solve problems and think critically by stimulating
analytical thinking. Learning results from the continuous dynamic interaction among students,
educators, parents, and the extended community. Technology immersion does not diminish the
vital role of the teacher. To the contrary, it transforms the teacher from a director of learning to a
facilitator of learning. The laptop program integrates technology into the curriculum anytime,
anyplace.

Establishing this new environment for such learning takes careful planning and consideration.
We hope the information in this guidebook provides you with useful information, advice, best
practices, and practical solutions. This guidebook is not meant to be “all inclusive” and will
remain a work in progress as the laptop program develops over the years. While the success of
any program of this magnitude depends on individual goals, school-wide goals, environments,
planning, and personnel – certain strategies can be universal. The keys to our goal and
objective-setting process will focus on enhancing student learning while aligning our technology
and instructional policies.

The policies, procedures, and information within this document apply to all laptops used at
Norwood-Norfolk Central School, including any other device considered by administration to
come under this policy. Teachers may set additional requirements for computer use in their
classroom.



If a student fails to return the computer at the end of the school year or upon termination of
enrollment at NNCS, that student will be subject to criminal prosecution or civil liability. The
student will also pay the replacement cost of the computer, or, if applicable, any insurance
deductible. Failure to return the computer will result in a larceny report being filed with the local
police department.

1. RECEIVING YOUR CHROMEBOOK

Chromebooks will be distributed to students each Fall or upon enrollment. It should be viewed
as a privilege to be provided this resource and appropriate care must be afforded. Chromebooks
will be collected at the end of each school year for maintenance, cleaning, and software
installations.

2. TAKING CARE OF YOUR CHROMEBOOK
Care of your chromebook
Students are responsible for the general care of the chromebook they have been issued by the
school. Chromebooks that are broken or fail to work properly must be taken to the Library.

2.1 General Precautions
● No food or drink is allowed next to your chromebook while it is in use.
● Cords, cables, and removable storage devices must be inserted carefully into the

chromebook.
● Students should never carry their chromebooks while the screen is open, unless

directed to do so by a teacher.
● Chromebooks must remain free of any writing, drawing, etching, etc.
● Chromebooks must never be left in a car or any unsupervised area.
● Students are responsible for keeping their chromebook’s battery charged for

school each day.
● No stickers may be placed on your chromebook.

2.2 Carrying Chromebooks
● Care must be taken whenever transporting a Chromebook.
● Be aware that packing a Chromebook into a backpack could damage the screen.

2.3 Screen Care
Chromebook screens can be damaged if subjected to rough treatment. The screens are
particularly sensitive to damage from excessive pressure on the screen.

● Do not lean on the top of the chromebook when it is closed.
● Do not place anything near the chromebook that could put pressure on the screen.
● Do not poke the screen.
● Do not place anything on the keyboard before closing the lid (e.g. pens, pencils,

or disks).

https://docs.google.com/presentation/d/1u7t1kQ16dljcyxS94dS4Mj7oB7diq4GoxTk42qyLoLM/edit?usp=sharing


● Clean the screen with a soft, dry cloth or anti-static cloth.

3. USING YOUR CHROMEBOOK AT SCHOOL

Chromebooks are intended for use at school each day. In addition to teacher expectations for
chromebook use, school messages, announcements, calendars, and schedules can be accessed
using the chromebook. Students must be responsible to bring their chromebook to all classes.

3.1 Chromebooks Left at Home
If a student leaves their chromebook at home, they must immediately phone parents to
bring it to school. If this is not possible, a “loaner” may be provided (if available). Repeat
violations of this policy will result in the chromebook remaining at school.

3.2 Chromebooks Undergoing Repair
“Loaner” chromebooks will be issued to students when they leave their chromebooks for
repair with the Technology Department.

3.3 Charging Your Chromebook’s Battery
Chromebooks must be brought to school each day in a fully charged condition. Students
need to charge their chromebooks each evening. In cases where use of the chromebook
has caused batteries to become discharged, students may be able to connect their
chromebook to a power outlet in class.

3.4 Screensavers & Backgrounds
Inappropriate media may not be used as a screensaver or background. Presence of guns,
weapons, pornography, inappropriate language, alcohol, drug, gang related symbols or
pictures will result in disciplinary actions.

3.5 Sound
Sound must be muted at all times or headphones/earbuds must be used in the classroom,
unless permission is obtained from the teacher for instructional purposes.

3.6 Printing Students may use the printers located in various locations around the school
with teachers’ permission during class or breaks.

3.7 Music & Games
Music and games are not allowed to be used on the chromebook during school hours



4. MANAGING YOUR FILES & SAVING YOUR WORK

4.1 Saving to the Cloud
All student work will be saved on the NNCS assigned gmail account on their Google
Drive. The student is responsible for managing and not sharing usernames and passwords
for any school related accounts. Students are responsible for ALL actions that occur on
their NNCS accounts.

5. ACCEPTABLE USE (BOE Policy #7314)

SUBJECT: STUDENT USE OF COMPUTERIZED INFORMATION RESOURCES
(ACCEPTABLE USE POLICY)

The Board of Education will provide access to various computerized information resources
through the District's computer system ("DCS" hereafter) consisting of software, hardware,
computer networks and electronic communications systems. This may include access to
electronic mail, so-called "on-line services" and the "Internet." It may include the opportunity for
some students to have independent access to the DCS from their home or other remote locations.
All use of the DCS, including independent use off school premises, shall be subject to this policy
and accompanying regulations. Further, all such use must be in support of education and/or
research and consistent with the goals and purposes of the School District.

Access to Inappropriate Content/Material and Use of Personal Technology or Electronic Devices

This policy is intended to establish general guidelines for the acceptable student use of the
DCS and also to give students and parents/guardians notice that student use of the DCS will
provide student access to external computer networks not controlled by the School District. The
District cannot screen or review all of the available content or materials on these external
computer networks. Thus some of the available content or materials on these external networks
may be deemed unsuitable for student use or access by parents/guardians.

Despite the existence of District policy, regulations and guidelines, it is virtually impossible
to completely prevent access to content or material that may be considered inappropriate for
students. Students may have the ability to access such content or material from their home, other
locations off school premises and/or with a student's own personal technology or electronic
device on school grounds or at school events. Parents and guardians must be willing to establish
boundaries and standards for the appropriate and acceptable use of technology and communicate
these boundaries and standards to their children. The appropriate/acceptable use standards
outlined in this policy apply to student use of technology via the DCS or any other electronic
media or communications, including by means of a student's own personal technology or
electronic device on school grounds or at school events.

Standards of Acceptable Use



Generally, the same standards of acceptable student conduct which apply to any school
activity shall apply to use of the DCS. This policy does not attempt to articulate all required
and/or acceptable uses of the DCS; nor is it the intention of this policy to define all inappropriate
usage. Administrative regulations will further define general guidelines of appropriate student
conduct and use as well as proscribed behavior.

District students shall also adhere to the laws, policies and rules governing computers
including, but not limited to, copyright laws, rights of software publishers, license agreements, and
student rights of privacy created by federal and state law.

Students who engage in unacceptable use may lose access to the DCS in accordance with
applicable due process procedures, and may be subject to further discipline under the District's
school conduct and discipline policy and the District Code of Conduct. The District reserves the
right to pursue legal action against a student who willfully, maliciously or unlawfully damages or
destroys property of the District. Further, the District may bring suit in civil court against the
parents/guardians of any student who willfully, maliciously or unlawfully damages or destroys
District property pursuant to General Obligations Law Section 3-112.

Student data files and other electronic storage areas will be treated like school lockers. This
means that such areas shall be considered to be School District property subject to control and
inspection. The Computer Coordinator may access all such files and communications without prior
notice to ensure system integrity and that users are complying with the requirements of this policy
and accompanying regulations. Students should NOT expect that information stored on the DCS
will be private.

Notification
The District's Acceptable Use Policy and Regulations will be disseminated to parents and

students in order to provide notice of the school's requirements, expectations, and students'
obligations when accessing the DCS.

Regulations will be established as necessary to implement the terms of this policy.

NOTE: Refer also to Policy #8271 -- Internet Safety/ Internet Content Filtering Policy
District Code of Conduct on School Property

6. PROTECTING & STORING YOUR CHROMEBOOK

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

● Record of serial number and district asset tag
● Individual User account name and password
● Monitoring/Tracking Software

6.2 Password Protection



Students will be given a password to access cloud-based district resources. Students are
expected to keep their passwords confidential.

6.3 Storing Your Chromebook When students are not monitoring chromebooks, they
should be stored in their lockers with the lock securely fastened. Nothing should be
placed on top of the chromebook, when stored in the locker. Students are encouraged to
take their chromebooks home every day after school, regardless of whether or not they
are needed. Chromebooks should not be stored in a student’s vehicle at school or at
home.

6.4 Chromebooks Left in Unsupervised Areas
Under no circumstances should chromebooks be left in unsupervised areas. Unsupervised
areas include the school grounds and campus, the cafeteria, computer lab, locker rooms,
library, unlocked classrooms, and hallways. Any computer left in these areas is in danger
of being stolen. Unsupervised chromebooks will be collected by staff and taken to the
Library or Office. Disciplinary action may be taken for leaving your chromebook in an
unsupervised location.

7. TECHNICAL SUPPORT

In the event that your computer is not operating correctly or is damaged, please bring it to the
Library as soon as possible. Students will be given a “loaner” device while theirs is repaired or
replaced.

The Technology Help Desk can be accessed by email (helpdesk@sllboces.org). You may also
find support through the Librarian. Services provided include the following:

● Hardware maintenance and repairs
● Password identification
● User account support
● Operating system or software configuration support
● Application information
● Updates and software installation
● Coordination of warranty repair
● Distribution of loaner laptops and batteries

8. DEVICE PRIVILEGES SYSTEM

All students will begin the school year with Standard Privileges. Student records will be
reviewed quarterly to determine whether they have earned the opportunity to keep all standard
privileges.

mailto:helpdesk@sllboces.org


Description of Privileges Criteria for Privileges

Standard Privileges:
● Chromebook
● Chromebook use at school
● Home use of Chromebook
● Gmail account for student information

Standard Privileges Criteria:
Students will begin on this level at the
beginning of the school year.  To remain at
this level, students will have:

● Less than 2 incidents of accidental
damage

● No more than 1 incident of a
chromebook violation

● No incidents of Computer Network
Violations.

Suspended Privileges:
● Chromebook use at school
● Chromebook may be checked out

upon arrival at school
● Gmail account for student information

Suspended Privileges Criteria:
Students will be placed at this level if they
have:

● Two or more incidents of accidental
damage

● Two or more incidents of Chromebook
Violations

● One or more incidents of Computer
Network Violation

9. EXPECTATION OF PRIVACY

No right of privacy exists in the use of technological resources provided by the school. School
system administrators or individuals designated by the Superintendent may review files, internet
history logs, monitor communications/content activities, and intercept email messages to
maintain system integrity and to ensure compliance with board policy and applicable laws and
regulations. School system personnel shall monitor online activities of individuals who access
the internet via school owned computers

10. USE OF TECHNOLOGY RESOURCES POLICY

Purpose
The Norwood-Norfolk Central School District is pleased to offer students, faculty, and staff
access to technology resources for schoolwork and enrichment activities. The purpose of the
Norwood-Norfolk Central School District’s technology resources is to provide additional
educational resources and communication tools for students and teachers. These resources will
help teachers to facilitate education and research consistent with the objectives of the
Norwood-Norfolk Central School District.

Definition – Technology Resources



The Norwood-Norfolk Central School District’s technology resources include but are not limited
to the following resources: network, Internet, computer hardware, software, printers, servers,
stored text, data files, electronic mail, optical media, digital images, and new technologies as
they become available.

Regulations
The use of the Norwood-Norfolk Central School District’s technology resources is a privilege,
not a right. The privilege of using the technology resources provided by the school district is not
transferable or extendible by students to people or groups outside the district and terminates
when a student is no longer enrolled in the Norwood-Norfolk Central School District. This
policy is provided to make all users aware of the responsibilities associated with efficient,
ethical, and lawful use of technology resources. If a person violates any of the User Terms and
Conditions named in this policy, privileges may be terminated, access to the school district
technology resources may be denied, and the appropriate disciplinary action shall be applied.
The Norwood-Norfolk Central School District’s Code of Conduct shall be applied to student
infractions.

User Terms and Conditions
Use of Norwood-Norfolk Central School District’s technology is subject to the following terms
and conditions:

1. The use of technology resources must be for educational and/or research purposes
consistent with the mission, goals, and objectives of the Norwood-Norfolk Central
School District along with State and Federal regulations. In compliance with federal law,
the school district shall make reasonable effort to restrict access to inappropriate
materials and shall monitor the online activities of the end users in the school
environment.

2. User accounts are considered the property of the school district. Network administrators
may review school computers to maintain system integrity and to ensure that users are
using the system responsibly. While user files will not be examined without reasonable
cause, users should not expect that anything stored on school computers or networks will
be private.

3. Prohibited technology resources activities include, but are not limited to, the following:

Chromebook Violations:
● Sending, accessing, uploading, downloading, or distributing offensive, profane,

threatening, pornographic, obscene, or sexually explicit materials.
● Downloading or transmitting multiplayer game, music, or video files using the

school network.
● Vandalizing, damaging, or disabling property of the school or another individual

or organization.
● Accessing another individual’s materials, information, or files without permission.
● Using the network or Internet for commercial, political campaign, or financial

gain purposes.



● Releasing files, home address, personal phone numbers, passwords, or other vital
information to others.

● Promoting or soliciting for illegal activities.
● Attempting to repair, remove or install hardware components.
● Violating copyright or other protected material laws.
● Subscribing to mailing lists, mass email messages, games, or other services that

generate several messages that can slow the system and waste other users’ time
and access.

● Intentionally wasting school resources.
Consequences:

● 1st offense – Office intervention or 5 day chromebook suspension
● 2nd offense – Office intervention or 10 day chromebook suspension
● 3rd offense – Chromebook suspended for remainder of quarter or not less than 10

days.
Computer Network Violations:

● Attempting to log on to any account (servers, routers, switches, printers) as a
system administrator.

● Sending, accessing, uploading, downloading, or distributing pornographic or
sexually explicit materials.

● Installing, enabling, launching, or creating programs that interfere with the
performance of the network, internet, or hardware technology resources.

● Creating, uploading, or transmitting computer viruses.
● Attempting to defeat computer or network security.

Consequences:
Suspension of chromebook, referral to law enforcement authorities, and possible long
term suspension or recommended expulsion from school.

4. Norwood-Norfolk Central School District does not guarantee that its technology
resources will be uninterrupted or error-free; nor does it make any warranty as to the
results to be obtained from use of the service or the accuracy or quality of the information
obtained on or by the network. Access to the network is provided on an “as is” basis
without warranties of any kind. Neither the school district nor any of its agents or
employees shall be liable for any direct, indirect, incidental, special, or consequential
damages arising out of the use of or inability to use the network or Internet.

5. Users shall be responsible for any costs, fees, charges, or expenses incurred under the
person’s account in connection with the use of the network or Internet except such costs,
fees, charges, and expenses as the school district explicitly agrees to pay.

6. Any security or equipment problems arising from the use of technology resources must
be reported to the Technology Department or Main Office.



7. Students will be held responsible for maintaining their individual school chromebook and
keeping them in good working order.

● Chromebook batteries must be charged and ready for school each day.
● Only labels/stickers approved by NNCS may be applied to the chromebook.
● Chromebooks that malfunction or are damaged must first be reported to the

Technology Department. The school district will be responsible for repairing
chromebooks that malfunction. Chromebooks that have been damaged from
normal use will be repaired with no cost or minimal cost to the student if there is
accidental damage. Students will be entirely responsible for the cost of repairs to
chromebooks that are damaged intentionally.

● Accidental chromebook damage: The district understands that accidental damage
can occur to Chromebooks within the normal school day, during transition to
home and at home. For this purpose students who experience an initial accident
will be spared from any financial penalty. Any student who recorded two or more
instances of accidental chromebook damage will be asked to pay up to the retail
cost of repair or replacement or the Chromebook or charger as listed in this
document at the time of damage.

● Chromebooks that are stolen must be reported immediately to the school and the
police department.

● Individual school chromebooks and accessories must be returned at the end of
each school year. Students who withdraw or terminate enrollment at NNCS for
any other reason must return their individual school chromebook on the date of
termination.

11. DIGITAL EXPECTATIONS & ETIQUETTE

Each child is provided with the same style of device (Chromebook) for use during school.  There
is an expectation at some grade levels that this device will travel back & forth between home and
school each day.  The care of this device is critical to our ability to provide equity to each child.

Expectations for Teachers

○ Teachers will prepare engaging learning opportunities.
○ Teachers will share clear expectations and grading policy for class.
○ Teachers will set clear due dates.
○ Teachers will assign meaningful tasks and provide timely feedback.
○ Teachers will support the students and family throughout their learning

experiences.

Expectations for Students

○ Students will be ready for class, prepared for learning.
○ Grading will be reflective of student work, progress, engagement, and assessment.
○ Students will review the ground rules for remote learning (if necessary) and

review the syllabus.
○ Students will respond to each academic assignment or assigned task with



substantive work.
○ Responses to requests need to be timely and connected to topics that are current.

Timeliness is critical to the feedback process.
○ Students are expected to utilize their learning opportunities daily.

Remote Learning Etiquette (when necessary)

○ Behaviors are consistent with a school setting.
○ Ideally, students should be in a location conducive to learning; at a desk or table

with minimal distractions.
○ Attire should be consistent with the school dress expectations.
○ Promptness and preparedness to learn is essential for all meetings.
○ Engagement in remote learning is imperative. Chat features or discussion is

required.
○ All attendees are expected to have their camera turned on at all times, focused on

the face.
○ Positive attitude and good manners are a must.

Resources & information from 2020-2021 school year
https://docs.google.com/presentation/d/11jsn42WC0PGWiXeL2aWcD9-SWe96VKL0J9jM

KV_01xg/edit?usp=sharing

Resources & information from prior to 2020:
https://docs.google.com/document/d/1D1QylXTC0oildeHaqz7eSm5-8XoRKCeCUODseZPV

i3c/edit?usp=sharing

https://docs.google.com/presentation/d/11jsn42WC0PGWiXeL2aWcD9-SWe96VKL0J9jMKV_01xg/edit?usp=sharing
https://docs.google.com/presentation/d/11jsn42WC0PGWiXeL2aWcD9-SWe96VKL0J9jMKV_01xg/edit?usp=sharing
https://docs.google.com/document/d/1D1QylXTC0oildeHaqz7eSm5-8XoRKCeCUODseZPVi3c/edit?usp=sharing
https://docs.google.com/document/d/1D1QylXTC0oildeHaqz7eSm5-8XoRKCeCUODseZPVi3c/edit?usp=sharing

