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INTRODUCTION

The policies, procedures, and information within this document apply to all
laptops used at New World Prep. During the year, additional rules regarding the
use of laptops may be added, and you will be notified of the change(s). Teachers
may set additional requirements for computer use in their classroom. The
information in the NWP Family/Student Handbook applies to the use of NWP
laptops distributed to the NWP Scholar. Please access our school website
www.newworldprep.org to obtain a copy of the NWP Laptop Handbook
electronically.

TAKING CARE OF YOUR LAPTOP

Each Scholar is responsible for the general care of the laptop they have been
issued by the school. Laptops that are broken or fail to work properly must be
reported immediately to helpdesk@newworldprep.org. When possible a loaner
laptop may be issued. Like all school equipment and other school property when
damaged by a scholar, their family member, and/or another individual while in
your care, it is the Scholar (and family) who is financially responsible for proper
NWP replacement. If a scholar’s laptop or other laptop accessories is broken,
lost or stolen they are financially responsible for replacement.

Scholar General Precautions:

* Bring your laptop to every class and must remain with you throughout the
school day

* Always leave the name sticker on your laptop and charger to minimize the
chances of loss or theft. Scholars who remove stickers shall be subject to
disciplinary action at the discretion of the principal.

* No food or drink should ever be next to your laptop while it is in use.

* Before lifting or transporting your laptop, always check that there is
nothing on the keyboard — like pens, pencils or headphones -- and then
shut the screen.

* Laptops must remain free of any writing, drawing, stickers, or labels that
are not the property of New World Prep.

* Never leave your laptop in an unlocked car, locker, or any other
unsupervised area (i.e. lunchroom, computer lab, gymnasium, unlocked
classrooms and hallways).

* Do not take out your lap to do school or other social activities while
travelling on public transportation

» Carefully insert all cords, cables, and removable storage devices into the
laptop.

* To conserve battery life, shut down or put your laptop to sleep when not in
use.



Screen Care:

The laptop screens can be damaged if subjected to rough treatment. The
screens are particularly sensitive to damage from excessive pressure on the
screen. It is important that the screen is cleaned only with a soft, dry cloth or anti-
static cloth. The guidelines below should be followed:

* Never lift a laptop by the screen.

* Always close the laptop before moving it.

* Do not lean or place anything on the top of the laptop when it is closed.

* Do not poke the screen.

* Do not place anything on the keyboard before closing the lid (e.g.
HEADPHONES, papers, pens, or pencils).

* Do not leave your laptop in extreme heats/ colds (i.e. car).

USING YOUR LAPTOP

* Laptops are intended for use at school each day. Scholars must be
responsible to bring their laptop to classes.

* Backgrounds must be chosen from the default options.

* The guidelines for Sound, Music, Games, or Programs are listed:

* Sound must be muted at all times unless permission is obtained from the
teacher for instructional purposes.

* Music and games are not allowed on the laptops during class time.

* No games can be installed at any time.

* Earphones should be used when using programs that have sound, unless
instructed otherwise.

* Data storage will be available through google drive or your thumb drive.
Nothing is stored on your computer.

Saving Documents: Scholars can save work on Google Drive in the
appropriate folder.

Network Connectivity: New World Prep makes no guarantee that their network
will be up and running 100% of the time. In the rare case that the network is
down, the school will not be responsible for lost or missing data.

Virus Protection: The laptop has antivirus protection software. This software
will scan the hard drive and all drives on the system for known viruses on boot
up. The virus software will be upgraded from the network. The school’s servers
are also installed with virus protection software. If a virus is found upon scanning,
the student must notify their teacher immediately. The student must also notify
helpdesk@newworldprep.org.

End of Year Laptop Check In: The goal is for students to take their Laptops
home with them each day from school, including school holidays and summer



break. If needed, a summer schedule will be created when the laptop will be
collected for maintenance, cleaning, and software installation. Scholars will retain
their original laptop each year while enrolled at New World Prep.

ACCEPTABLE USE POLICY

Purpose: Computers, computer networks, Internet access, and email are
effective and important technological resources in today’s educational
environment. New World Prep has provided computers, local area (wired), and
wireless networks and peripheral equipment that allow for Internet access, files
and storage and an e-mail system (referred to collectively as “NWP”

These computer systems are business and educational tools. As such, they are
made available to students for education-related uses.

New Prep World has and will continue to comply with the requirements of the
Children’s Internet Protection Act, as codified at 47 U.S.C. § 254(h) and (),
“CIPA”. New World Prep is committed to ensuring the safe conduct of all scholars
while online and has a comprehensive policy about the proper use of our
technological resources.

At the beginning of each school year, scholars and staff are made aware of the
school’s “Acceptable Use and Internet Safety Policy”. In addition, each
scholar must sign an Internet use agreement. It is the school’s intent to preserve
network bandwidth and improve network response times by limiting Internet
access to educational-related sites.

New Prep World will use the NWP Network as a powerful and compelling means
for scholars to learn core subjects and applied skills in relevant and rigorous
ways. It is NWP’s goal to provide scholars with rich and ample opportunities to
use technology for important purposes in schools just as individuals in
workplaces and other real-life settings. NWP technology will enable scholars to
communicate, learn, share, collaborate and create, to think and solve problems,
to manage their work, and to take ownership of their lives. We will create strong
electronic educational systems that support innovative teaching and learning.

Scope: NWP will educate scholars about appropriate online behavior, including
interacting with other individuals on social networking websites and in chat rooms
and online-bullying awareness and response. Additionally, NWP will implement a
technology protection measure to block or filter Internet access to visual
depictions that contain obscene material, contain child pornography, or are
harmful to minors and ensure that such filtering technology is operative during
use.

NWP expects the families of our scholars will also monitor their child’s use of the
technology and will work with the school to ensure their child’s use of the



technology is appropriate and is in keeping with the educational program of the
student.

NWP Network: NWP Network included wired and wireless computers and
peripheral equipment, files and storage, email and Internet. NWP reserves the
right to prioritize the use of access to the network. All use of the NWP Network
must support education and research and be consistent with the mission of the
school. To the extent practical, steps shall be taken to monitor and promote the
safety and security of users of the NWP online computer network when using
electronic mail, chat rooms, instant messaging, and other forms of direct
electronic communications. Appropriate disciplinary consequences will take place
when the use of the computer is considered inappropriate by the school
administration.

Sample Acceptable network use by NWP Scholars includes:

* Creation of files, projects, videos, web pages and podcasts using network
resources in support of educational purposes;

» Participation in blogs, wikis, bulletin boards, social networking sites and
groups and the creation of content for podcasts, email and web pages that
support educational purposes;

* With parental permission, the online publication of original educational
material, curriculum related materials and scholar work. Sources outside
the classroom or school must be cited appropriately.

Sample Unacceptable network use by NWP Scholars includes but is not
limited to:

* Accessing, uploading, downloading, storage and distribution of any
personal files, including offensive, obscene, pornographic or sexually
explicit material;

* Downloading, installation and use of games, audio files, video files or
other applications (including shareware or freeware) without permission or
approval from NWP school administration;

* Personal gain, commercial solicitation and compensation of any kind;

* Non-educational uses of the NWP Network including, but not limited to
games, wagering, gambling, junk mail, chain letters, jokes, private
business activities, raffles, fundraisers, religious activities or political
lobbying;

* Hacking, cracking, vandalizing, the introduction of viruses, worms, Trojan
horses, time bombs and changes to hardware, software, and monitoring
tools;

* Using another person’s account password, folder, work, or files;

* Using anonymous proxies or other means to bypass content filtering tools;

* Cyber Bullying, hate mail, defamation, harassment of any kind,
discriminatory jokes and remarks.



No Expectation of Privacy:

NWP provides the network system, e-mail and Internet access as a tool for
education and research in support of the district's mission. NWP monitors all
internet usage with GoGuardian. NWP reserves the right to inspect, copy, review
and store, without prior notice, information about the content and usage of:

e The NWP Network;

* User files and disk space utilization;

* User applications and bandwidth utilization;

* User document files, folders and electronic communications;

e E-mail;

* Internet access; and

* Any and all information transmitted or received in connection with network
and e- mail use.

* No scholar user should not have any expectation of privacy when using
NWP devices and network.

NWP reserves the right to disclose any electronic message to law enforcement
officials or third parties as appropriate. As part of monitoring and reviewing, the
NWP will retain the capacity to bypass any individual password of a scholar or
other user. The system's security aspects, such as personal passwords and the
message delete function for e-mail, can be bypassed for these purposes. The
school's ability to monitor and review is not restricted or neutralized by these
devices. The monitor and review process also includes oversight of Internet site
access and of document downloading and printing.

Disciplinary Action: Misuse of the computer systems, or violation of these
policies may result in loss of access to such computer systems as well as other
disciplinary action, including suspension and/or expulsion, or involvement of law
enforcement agencies, depending on specific violation.

Oversight: The Administration shall develop regulations setting forth procedures
to be used in an effort to ensure that such computer systems are used by
students solely for education related purposes. As the owner of the computer
systems, NWP reserves the right to monitor the use of the school’s computers
and computer systems.

ADDENDUM TO NEW WORLD PREP POLICIES

Unlawful & Disallowed Activities

* Disrupting the proper and orderly operation and discipline of the school

* Misrepresenting one’s self as another user

* Violating the rights of others or their privacy and safety

* Accessing, viewing, downloading, displaying, transmitting, creating, or
otherwise possessing or disseminating material that contains



pornography, obscenity, or sexually explicit, pervasively lewd and vulgar,
racist, indecent or inappropriate language, text, sounds or visual
depictions

Accessing NWP blocked Websites, via codes or other improper routes
Vandalizing data, programs, networks or information resources

Violating copyright laws or other intellectual property rights

Accessing, using or possessing any material in a manner that constitutes
or furthers fraud (including academic fraud), libel, slander, plagiarism or
forgery

Attempting to gain unauthorized access to NWP network system, or to any
other computer system, or go beyond your authorized access. This
includes attempting to log in through another person’s account or to
access another person’s files or computer in any unauthorized way.
Attempting to disrupt NWP’s network system or any other computer
system or destroy data by spreading computer viruses or by any other
means.

Engaging in any conduct that modifies, harms, or destroys any computer
or network hardware, such as mice, keyboards, and components that
reboot computers.

Using NWP internet system to engage in any other unlawful hacking
activities

Executing any software application from any computer, portable data
device, telephone, tablet, or the Internet that is mainly used to support any
of the above activities is also prohibited.

LAPTOP VIOLATIONS AND CONSEQUENCES

Part A. Academic Readiness Laptop Consequences

Progressive discipline for scholars who arrive to class unprepared to
utilize their technology will be as follows.

The first occurrence will result in a phone call to the scholar’s parent or
guardian.

The second occurrence will result in lunch MIT.

The third occurrence will result in after school MIT (1 hour)

The fourth occurrence will result in Saturday MIT

These consequences will be reviewed daily and reset quarterly. After the
fourth occurrence, scholars will be unable to get a loaner laptop until the
Quarter resets. Please be aware that scholars’ academic and citizenship
grades may be impacted due to being consistently unprepared. Scholars
are responsible to make up any digital assignments missed in class.



Part B. Handbook Violations

If a scholar violates any part of the policies within this handbook, he/she will — at
minimum -- be subject to the following discipline:

* Violation 1- Scholar will lose laptop privileges for the remainder of the day
and will have to pick up his/her laptop in the main office.

* Violation 2- Scholar will have to turn in his/ her laptop to the main office.
The parent will be responsible for picking up the laptop.

* Violation 3- Scholar will have to turn in his/her laptop to the main office for
the remainder of the year. Scholar may stay after-school and use a
desktop computer. Students who have their computer privileges revoked
will not be refunded their technology fee.

The principal, using the NWP Student Handbook and Code of Conduct, has the
sole discretion and on a case-by-case basis, may enforce different, additional
and more serious consequences for inappropriate use of technology. One such
situation is:

Bully and Harassment, including Cyber-bully

New World Prep is committed to creating and maintaining an educational
environment free from bullying, harassment and discrimination. In keeping with
New York State law and NWP’s Student Handbook expressly prohibits any form
of bullying behavior on school grounds; at a school-sponsored or school-related
activity, function or program, whether on or off school grounds; at a school bus
stop; on a school bus or other vehicle owned, leased or used by a local or
regional board of education; or through the use of an electronic device or an
electronic mobile device owned, leased or used by New World Prep.

Scholars who engage in bullying behavior shall be subject to school discipline, up
to and including expulsion, in accordance with the New World Prep’s policies on
student discipline, suspension and expulsion and consistent with state and
federal law.

If any NWP Scholar or their family believes bullying is occurring to their child or
another child they should call their child’s Counselor or any School Administrator.
All reports are confidential and will be investigated by our school's DASA
Coordinator, Ms. Terry Casimire. Her contact information is:

Ms. Terry Casimire

Director of Student Support Services
tcasimire@newworldprep
718-705-8990, ext. 206.



LAPTOP COVERAGE, LIABILITY AND TECHNICAL SUPPORT
Warranty/ Protection Policy

MANUFACTURER’S WARRANTY:

New World Prep acquires this coverage as part of the purchase price of the
equipment. The manufacturer warrants the laptops from defects in materials and
workmanship. This limited warranty covers normal use, mechanical breakdown
or faulty construction and will provide replacement parts necessary to repair the
laptop or laptop replacement. The manufacturer's warranty does not warrant
against damage caused by misuse, abuse, accidents or computer viruses.

UNCOVERED LOSSES:

Scholars will be liable for the full cost of repairing or replacing the computer and
associated equipment under any of the following conditions:

1. Intentional abuse.

2. Loss due to negligence (i.e. just leaving it somewhere).

3. Failure to return the computer or associated equipment to the school at
the end of the school year or when otherwise required by the
administration.

4. Failure to notify the school immediately of a theft or major damage, which
means within 1 hour of the theft or major damage occurs in the school
building or by 8 AM the next school day if the theft or major damage
occurs outside the school building. (helpdesk@newworldprep.org)

5. Failure to file a claim for theft or accidental damage according to the
procedures below within five school days of the theft or damage.

Claims: In the event that your laptop is lost or stolen, it must be reported
immediately to the school (as described in item 4 above under “uncovered
losses”). The school will work to locate the laptop using geolocation to recover
the laptop. In the event that the laptop is lost or stolen off school grounds, a
police report is required. A copy of the police report must be delivered to the
principal before another laptop can be issued.

Laptop Program costs are approximately valued at $600. This cost varies
because of the cost at the time for fixing or replacement. The actual cost will
occur to the family at the time items are stolen, lost, broken, and/or not returned.
The breakdown of the approximate cost is:

Laptop: $350 Laptop Charger: $75
Hotspot: $100 Hotspot Charger: $75 Laptop Cover: $10

10



LAPTOP TECHNICAL SUPPORT

Laptop Technical Support: The New World Prep tech team is here to assist
staff and scholars with their use of technology. The Technology Help Desk
coordinates the repair work for laptops. Services provided include the following:

Hardware maintenance and repairs

Password identification

User account support

Operating system or software configuration support
Application information

Re-imaging hard drives

Updates and software installations

Coordination of warranty repairs

e Distribution of loaner laptops and batteries

Any problems you are experiencing with your computer you can report
through the helpdesk email: helpdesk@newworldprep.org.
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NEW WORLD SCHOLAR AND FAMIY PLEDGE
AND LAPTOP AGREEMENT

Pledge

* | will bring my laptop fully charged to school everyday.

* | will keep my laptop with me at all times, unless instructed by a staff member to
put it elsewhere.

* | will use my laptop computer only in ways that are appropriate and educational.
Il will follow the policies outlined in the Laptop Policy, Procedures, and
Information and the Acceptable Use Policy while at school, as well as outside the
school day.

* | will notify the school (helpdesk@newworldprep.org) and teacher, guidance
counselor and/or a school administrator immediately if my laptop is damaged or
stolen.

* | will file a police report in case of theft within seven days.

* | will pay for all damage or loss caused by my neglect or abuse and will pay for
the replacement items in accordance with the above table.

* | will keep my laptop free of any writing, drawing, stickers, or labels that are not
the property of New World Prep Academy of Technology and Design.

* | will return the laptop and charger in good working condition.

* | will report any information | know regarding the damage or theft of school-
owned
Computers.

* | will not use technology to bully or harass anyone.

* | will report when | know there is bullying or harassment is occurring to another
Scholar or Staff member.

| agree to all stipulations set forth in the Laptop Manual including the Laptop Policy,
Procedures, and Information and the Acceptable Use Policy. The Laptop Manual is
located on our website at www.newworldprep.org and it is the parent and scholar
responsibility to read this document. If the parent or scholar would like a hard copy they
are available in the main office or they can request a hard copy through their child’s
guidance office.

| agree that Individual school laptop computers and accessories must be returned to the
New World Prep when asked by NWP administration. Scholars who withdraw, are
suspended or expelled, or terminate enroliment at New World Prep for any other reason
must return their individual school laptop and materials on the date of termination. If a
scholar successfully graduates from New World Prep it is the goal that they may keep
their laptop for High School.
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Security and Protection

| agree to read and follow NWP Laptop Manual and Family Handbook.

I understand that my Laptop needs to be with me at school every day and | am to
bring it to every school day fully charged.

| understand that | am permitted to take my Laptop home at the end of the school
day and | am responsible for its care.

| will keep my laptop secure when not in use on and off campus.

| understand that leaving the Laptop in a car can promote theft and damage from
temperature extremes, and that | will be responsible to pay for loss or damage as
a result of leaving the laptop in a car.

| understand that | am expected to protect my Laptop from damage and theft,
and that | will be responsible for damage or theft that takes place.

| understand that if my laptop is lost or stolen, | will immediately notify my
heldesk@neworldprep.org my UP teacher and file a report with the police.

Responsibility

New World Prep provides filtering for inappropriate websites/material.
Parents/Guardians are responsible for monitoring their child’s use of the laptop when at
home to ensure they do not adjust the laptop’s settings and preferences or view
inappropriate websites/material.

Every family is responsible for the total cost associated with damage, loss, or
theft.

In order for a claim of loss to be “valid,” the scholar and/or family must produce
the remains of the computer to the school to determine if the machine is
damaged beyond repair.

In order for a claim of theft to be “valid,” the scholar and/or family must produce a
police report within seven (7) school days of the occurrence.

Product failure is fully covered and is not the responsibility of the scholar, family,
or New World Prep. New World Prep is the only authorized party who can
classify a defect as product failure.

| understand that repair and replacement costs are the sole financial
responsibility of the scholar’s family. This would include intentional damage,
misuse, and misplacement.

| understand that assessment and classification of damages (accidental vs.
intentional/misuse) are the sole responsibilities of New World Prep and the
school’s findings and determinations are final.

Scholars and parents/guardians will be held responsible for proper use and care
of the laptop computer, as is the case with all school related materials.

Repairs to the laptop computer are only to be made by authorized school
personnel. Repairs may be made at any time a school official deems them
necessary for the proper operation of the computer.

Use at Home

| understand that | will adhere to the School Acceptable Use Policy on and off
campus while using the school’s laptop.
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* lunderstand that | will not install any programs or applications onto my Laptop
and that all software installations will be handled by the New World Prep’s IT
team.

* lunderstand that | will not permit others to use my Laptop unless instructed by a
NWP teacher or staff.

* | understand that this laptop computer will be in my possession at all times,
unless being charged at school, and | am not to lend my Laptop to anyone,
including members of my family, for any reason.

* lunderstand that | am responsible for the appropriate use of my Laptop.

* | understand that all of New World Prep’s ‘Use Policies’ govern the operation of
my laptop on and off New World Prep’s network.

* | understand that any repairs will be handled through New World Prep.

* | understand that | will not be held responsible for computer problems resulting
from regular school- related use, but may be held responsible for any problems
caused by my negligence as deemed by School Administration.

* "l understand that I must come prepared to school with my laptop fully charged everyday.

* Junderstand failure to do so will result in progressive consequences".

Costs
Costs Associated with the Laptop are approximately:
Laptop: $350 Laptop Charger: $75
Hotspot: $100 Hotspot Charger: $75 Laptop Cover: $10

| have read the Laptop Computer Use Agreement and New World Prep Laptop
Procedures and Information Manual. | understand that my child is responsible for the
laptop, and the accessories, at all times.

Scholar Name (printed clearly)

Scholar Signature & Date

Parent/Guardian Signature & Date
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