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The St. Edmund Prep Chromebook Program
Over the last several years, schools throughout the country and around the world have been engaged
in discussions about the impact of pervasive technology on education in general, as well as the
specific effect 1:1 technology could have on teaching and learning. After intensive study, St. Edmund
Prep has decided to adopt Chromebooks as a part of our educational technology environment.
A Chromebook is a personal computer running the Google Chrome OS as its operating system. It is
designed to be used while connected to the Internet and to support applications that reside on the
Web. Chromebooks also have Google products built-in and, within seconds of logging in, a student
will be able to access his or her SEP Google account.
The overarching goals of the 1:1 Chromebook program are to support a learning environment that
takes advantage of the latest developments in technology and resource sharing, while also advancing
the critical thinking, innovation, research, creativity, communication, and collaboration skills
essential for 21st century learners. Furthermore, our students are growing up in a world where
content is delivered digitally and interactions with others occur online as often as (or more) in person.
By taking this step, St. Edmund Prep will join the ranks of schools that seek to develop in their
students good and responsible habits around the use of technology in a school context.

Your Chromebook
St. Edmund Prep has chosen to adopt the Acer Chromebook Spin 311 for the Class of 2023.
Its features include:
●
●
●
●
●
●

4 GB RAM
32 GB Hard Drive
AMD A4 1.6 GHz Processor
11.6" HD touchscreen
HDR HD Webcam
Flip design with 360° hinge
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Receiving Your Chromebook
Students will receive their Chromebook during student orientation days. Consult the school calendar
for specific dates and times.
All Chromebooks belong to St. Edmund Preparatory High School. The student’s right of possession
and use is limited to and conditioned upon full and complete compliance with the St. Edmund Prep
Chromebook User Agreement, this handbook, and the SEP Student Handbook.
Parents/Guardians and students must sign and return the Chromebook Policy Handbook Agreement
and Chromebook User Agreement before the Chromebook and power adapter will be issued.

Using Your Chromebook
At Home
All students are required to take their Chromebook home each night throughout the school year for
using and charging. Chromebooks must be brought to school each day fully charged. When fully
charged, the battery should last throughout the school day. There is no guarantee of the ability to
charge Chromebooks during class periods or in the building in general. An uncharged Chromebook
will be treated the same as a missing textbook or homework.
At School
The Chromebook is intended for use at school every day. Students are responsible for bringing their
Chromebook to all classes. Students should use their Chromebook, SEP Google account, and SEP
Email account for school-related communications and work.
Students are responsible for following school and classroom specific guidelines and expectations for
use. This means following instructions, guidance, and protocols regarding when and how to use the
technology in the instructional setting. Each classroom teacher can make the ultimate determination
about acceptable use of technology in their classroom.
Students are not to use Google Hangouts (Video, Audio, or Chat) during the school day. After school
hours, Hangouts can be used for communication and collaboration.
Audio
Sound must be muted at all times during school hours unless permission is obtained from the teacher
for instructional purposes. Headphones are permitted in non-classrooms settings. In the classroom
setting, headphone use is at the teacher’s discretion. Students will be required to provide their own
personal headphones.
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Adding Files and Data
Students may add appropriate music, photos, videos as well as other documents and media to their
Google Drive. Students are responsible for all content that they view, create and share. Personal
documents and media must follow the SEP Acceptable Use Policy and are subject to inspection.
Inappropriate media includes, but is not limited to depictions of or references to:
● Vulgarity or profanity
● Drug usage and paraphernalia
● Sexual acts
● Violent acts
● Bigotry
● Weapons
Managing Your Files and Saving Your Work
Students may save documents to their Google Drive or to an external storage device. Saving to Google
Drive will make the file accessible from any internet connected device. Students will have the ability to
store files locally on their Chromebook, but it is not recommended. Google Drive automatically saves
and backs up files. It will be the responsibility of the student to maintain the integrity of their files and
to keep proper backups. St. Edmund Prep is not responsible for maintaining student files or the loss of
any student work.
Printing
Students are encouraged to digitally publish and share their work with their teachers and peers when
appropriate. Student Chromebooks will not be configured to print directly to school printers. Printing
capabilities are available through the school’s computer labs in the Library and Room 403.
Students may set up their home printers with the Google Cloud Print solution to print from their
Chromebooks at home. Information about Google Cloud Print can be obtained here:
http://www.google.com/cloudprint/learn/.
Network Access and Security
Students will log into their Chromebooks using their SEP Google account. Students should never
share their account passwords with others, unless requested by an administrator. SEP Chromebooks
cannot be used with other Google accounts outside of the SEP issued accounts.
While in the school building and connected to the SEP WiFi network (preconfigured), all traffic passes
through our CIPA compliant web filter. However, while at home and using other WiFi networks, there
will not be any web filtering unless put in place by that network’s administrator. If you are concerned
about filtering and use inside your home, please contact your Internet Service Provider for
information and options on content filtering.
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Caring For Your Chromebook
Students are responsible for the general care of the Chromebook they have been issued by St.
Edmund Prep. Students with Chromebooks that are broken or fail to work properly must take the
device to the Technology Department as soon as possible so that appropriate repairs or device
replacement can take place. SEP Chromebooks should never be taken to an outside computer service
for any type of repairs or maintenance. Doing so will void the device warranty.
General Precautions
● Avoid placing the following on or near your Chromebook:
○ Food or drink
○ Pets
○ Heavy objects
● Chromebooks should not be exposed to extreme temperatures or direct sunlight for extended
periods of time. Extreme heat or cold may cause damage to the Chromebook. Chromebooks
must be allowed to reach room temperature prior to being turned on.
● Chromebooks must remain free of any writing, drawing, stickers, and labels.
● Chromebooks should never be loaned to another student or individual during the school day
or otherwise.
Carrying Chromebooks
● Always transport Chromebooks with care. Students should close their Chromebook
completely before transporting. Students should never carry their Chromebook while the
screen is open or in tablet mode.
● Avoid lifting your Chromebook by the screen.
● Before closing the screen, make sure there is nothing on the keyboard to prevent the full
closure of the device. Obstacles on the keyboard could cause broken screens or damaged
hinges.
Screen Care
● The Chromebook screen can be damaged if subjected to heavy objects, rough treatment,
some cleaning solvents, and other liquids. The screens are particularly sensitive to damage
from excessive pressure.
● Do not put pressure on the top of a Chromebook when it is closed.
● Do not store a Chromebook with the screen open or in tablet mode.
● Only clean the screen with a soft, dry microfiber cloth or anti-static cloth. Do not use glass
cleaner, chemical cleaning agents, water or any other liquid on the Chromebook.
Storing Your Chromebook
● When students are not using their Chromebook, it should remain in their possession or be
stored in their lockers with the lock securely fastened.
● The Chromebook is not to be stored in lockers or anywhere else at school outside of school
hours.
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●
●
●

Under no circumstances should a student leave their Chromebook unattended.
Be careful when storing Chromebooks in lockers or backpacks to avoid damage to the screen
and Chromebook in general.
If you leave your device in your vehicle, the vehicle should be locked and the device placed out
of sight.

Asset Tags
All Chromebooks and power adapters are labeled with a SEP asset tag. SEP asset tags may not be
covered, modified or tampered with in any way. Students may be charged up to the full replacement
cost of a Chromebook for tampering with a SEP asset tag or turning in a Chromebook without a SEP
asset tag and/or face disciplinary action.
Chromebook Cases/Covers
Carrying cases and covers will not be issued by SEP and are not mandatory. Students do have the
option of purchasing a carrying case and/or cover for their device. It is recommended that the
case/cover be the appropriate size for the device as oversized cases/covers will not provide the
intended protection. If choosing to shop for a case or cover, look for ones that are designed for the
Acer Chromebook R11.
Inspection
Periodically, students may be required to provide their Chromebook and power adapter for
inspection. Discovery of inappropriate use or content will be subject to disciplinary action. Discovery
of unreported damage and/or loss will result in repairs/replacement being made at the cost of the
student.

Replacement Chromebooks
A Student Does Not Bring Their Chromebook To School
● Not having the device in class will be treated the same as if a student did not bring his
textbook or homework to class.
● Students should indicate to their teacher that they do not have a Chromebook with them.
● Teachers may direct the student who has forgotten their Chromebook to seek the assistance
of another student to complete class activities or require student to pick up a loaner
Chromebook.
● Loaner Chromebooks are available for students who forget their Chromebooks at home,
depending on availability and current inventory. Loaner Chromebooks can only be picked up
from the Technology Office at the posted hours.
● Students issued a loaner Chromebooks because they do not have their issued Chromebook
will be assessed a loaner chromebook fee of $10.00 for each instance . Parents/guardians
will be notified and the fee will be added to the student’s tuition account.
● Loaner Chromebooks must be returned to the Technology Office by 3:00 PM on the day the
loaner was issued.
● Students who exhibit a pattern of forgetting their Chromebook will face disciplinary action.

7

St. Edmund Prep Student & Parent Chromebook Handbook
A Student’s Issued Chromebook is Damaged
● As soon as a student notices their Chromebook is malfunctioning or damaged, they must
report that to the Technology Office as soon as possible.
● Loaner Chromebooks may be issued to students when their school-issued Chromebook is
being repaired.
● A student borrowing a loaner Chromebook must check out the device and will be responsible
for any damage to or loss of the loaned device. Loaner devices must be treated with the same
respect as any other device as outlined in this document.
● If repair is needed due to malicious damage, SEP may refuse to provide a loaner Chromebook
unless full replacement cost has been rendered prior.
● Repaired Chromebooks will have the original factory image as first received. It is important
that students keep their school data synced to the cloud drives or external storage devices so
documents and class projects will not be lost. Personal information that cannot be replaced
should be kept at home on an external storage device.
● Students will receive an e-mail notice when their Chromebook is repaired and ready for
pickup. The loaned Chromebook must be returned to receive the student’s issued
Chromebook.
A Student’s Issued Chromebook is Lost/Stolen
● If a student loses their issued Chromebook, they must report that to the Technology Office as
soon as possible.
● Students will be charged for the full replacement cost of the device. SEP may refuse to provide
a loaner Chromebook unless full replacement cost has been rendered prior.
● Replacement costs are non-refundable, even if the student finds the lost Chromebook and
returns it to SEP, as a new Chromebook will have already been ordered.

Transferring/Withdrawing Students
Students that transfer out of or withdraw from St. Edmund Prep must return their Chromebooks and
power adapter to the Technology Office prior to their last day of attendance. Failure to turn in the
Chromebook will result in the student being charged the full replacement cost for each missing asset
(chromebook, power adapter). Unpaid fines and fees of students leaving SEP may be turned over to a
collection agency. SEP may also file a report of stolen property with the NYPD.
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Expectation of Privacy
Students have no expectation of confidentiality or privacy with respect to any usage of a Chromebook,
regardless of whether that use is for school-related or personal purposes, other than as specifically
provided by law. St. Edmund Prep, without prior notice or consent, log, supervise, access, view,
monitor, and record use of student Chromebooks at any time for any reason related to the operation
of the school. By using a Chromebook, students agree to such access, monitoring, and recording of
their use.

Chromebook Resources
●
●
●
●

A Tour of Your Chromebook (Google Help)
Chromebook Help (Google)
Chromebook Keyboard Shortcuts (Google Help)
10 Must Watch Video Tutorials for Chromebook Users (http://www.educatorstechnology.com)

Contact Us
During the school day, students can see the technology staff in Room 402 for on-site assistance during
posted hours. For any other issues, the Technology Department can be contacted at
help@stedmundprep.org or by calling the IT Help Desk at (718) 743-6100 x5190 during normal
school business hours.

St. Edmund Preparatory High School is a Roman Catholic college preparatory school for young men
and women. Our mission is to instill the Gospel values in our students so as to empower them to
become confident and self-disciplined participants in the ever-changing global society. We educate
according to the needs of each student and challenge each of them to achieve academic excellence
through practical learning experiences.

Bold Learning. Uncommon Leaders.
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