New Family Frequently Asked Questions: Middle School
Congratulations, and welcome to the Nueva Community! Here's a list of commonly
asked questions. Please don’t hesitate to call the Admissions Office, 650-350-4528, or your

buddy family if you have any other questions.

What is done to ease my child’s transition to Nueva?
Attending new family events and connecting with
your buddy family prior to the start of school will help
your child find familiar faces when school begins.
The teachers and Social and Emotional Learning
specialists work as a feam to help new students
transition, and they explicitly engage the classes in
activities designed to make the new students feel
comfortable. Please speak with your child’s
teachers, advisor, or division head if you or your child
needs extra support.

When and how often should | expect to speak with
teachers?

Nueva teachers welcome open communication
with parents. They have established a variety of
methods to ensure a balance in meeting the needs
of families in their classroom. If you have questions or
need more information, contact your child’s teacher
about a specifc class or advisor about the middle
school experience in general. Back to School Night
(BTSN) is the best way to meet your child’s teachers.
Please check the school calendar this summer for
BTSN dates, start and end fimes. Parents should
attend this important event.

When will | hear how my child is doing?

Nueva offers parent-teacher conferences three
times a vyear. The first conference dates are
November, the second in February, and the last are
scheduled for June. Conferences are scheduled
online.

The first conference is an opportunity for teachers
and parents to exchange informatfion about a
child's progress thus far in the year and set goals for
the rest of the semester. The February conferences
are parent-advisor-student conferences and are led
by the students as they reflect on their portfolio and
their personal and academic goals. June
conferences are between advisors, students, and
parents, with one eye towards summer work and
preparation for the next grade level. We also have
four fimes where we share written feedback on
sfudent progress, twice informally at the midferm
and twice formally at the end of each semester.
These evaluations will be posted to your
homepages.

When will | know who my child’s teacher or advisor
will be?

Advisory assignments will be provided to parents in
late August via the website and students will spend
their orientation with  their advisors.  Class
placements are shared the first day of school.

Do students remain with the same group all day
long, all year long?

Students are in multiple groupings throughout the
day. Class groupings and schedules may change
after winter break, allowing students the chance fo
be in class with various teachers and students. There
are also curricular-based reconfigurations
throughout the year.

When does school start, and what are the drop-off
and pick-up times for school?

We have a staggered start time for Lower, Middle,
and Upper School. Middle School starts at 8:20 am
and Lower and Upper School start at 8:30 am. Al
Divisions end af 3:25 pm.

Children can be dropped off as early as 7:30 am;
the latest pick-up time is 6:00 pm. Children arriving
early or staying late must make arrangements to go
to Extended Care, or in the afternoon, to Homework
Club. Additional details and sign up for our
Extended Care Program (for K and up) will be
available in late August.

Drop-off/Pick-up: Additional information on fraffic
flow and pick-up/drop-off locations will be provided
in late August. Please observe fraffic guidelines to
ensure a safe and steady flow of traffic. Park in
designated areas, and never on Skyline Boulevard
or public streets adjacent fto campus.

Bus: We encourage anyone who can fo ride the
bus! Multiple routes (north and south) are offered to
minimize trip time and maximize convenience. The
bus is a safe, fun, cost effective, and
environmentally friendly way for students and
faculty to fravel to and from school. Additional
details and sign up for our bus service wil be
available in late August.



Carpooling: Parents arrange carpools informally by
grade/region. Speak with your buddy family, or
parent representative of your child's grade, fo find
out if you can join an existing carpool, or if you
would like fo coordinate a new group.

Is Extended Care the same as the afternoon
enrichment classes?

No. Many enrichment classes are offered after
school. Topics for the classes range from Dungeon
and Dragons, to fencing, cooking and robotics. After
classes, children can go to Extended Care to wait
for their carpools or the late bus. Details and
registration will be available this summer.

Are there opportunities to play after-school sports?

Yes! Nueva belongs to the West Bay Athletic League
for grades 5-12. For a full list of sports offered, please
go to our website. All Nueva athletfics teams are
formed on the basis of inferest and participation.
When participation is adequate, everyone s
accepted on a team, and everyone can
participate at their level of skill. Teams are generally
formed through assessment, while groupings take
info account age and developmental ability. In
addition, depending on enrollment, feams may be
all boys, all girls, or coed.

What are my child’s lunch options?

Children may bring their own lunch, or sign up for the
lunch program, which includes fresh, nutritious,
organic ingredients. All children and their families are
welcome to eat at the café by checking their
names in at the register. Nueva is a nut-free campus.
Please do not pack any lunch or snack items
containing ground or tree nuts, or their derivatives.
Details and registration for the lunch program will be
available in late August.

What if my child gets hurt or is ill during school?

The Nueva School nurse attends to minor scrapes,
injuries, and ilinesses. If your child is unable to return
to class, you will be called fo come and pick him/her
up from school. Children may return to school 24
hours after the cessation of fever or vomiting. We
call emergency services as needed. All faculty and
staff receive annual training in first aid/CPR. Parents
must complete, sign, and submit Nueva's
Emergency Information Sheet by May 15. We require
an annual update of this information.

What's school policy on absences and lateness?

If a sfudent is absent, email
msattendance@nuevaschool.org. If your child
arrives late or needs to leave early, s/he also needs
to go to the Middle School Office to sign in or out. If
an exfended absence is unavoidable, please talk
with your child’s teachers or advisor ahead of time
and email msattendance@nuevaschool.org along
with their advisor.

Can | volunteer in the class or in other ways?

Yes! Ask teachers what the opportunities are for
your child's grade. Volunteer jobs range from
supporting lessons and helping with field frips to
organizing special events and teaching in an area
of expertise. The Nueva Parents Association (NPA)
coordinates school-wide events. Please attend Tea
on the Plaza on the first day of school to meet NPA
representatives and discuss your interests and
availability. Teachers will discuss other opportunities
during Back to School Night.

Will my child have electives or choice in the
academic program?

A variety of electives are available in 7th and 8t
grades. Students in grades 4 and above participate
in Academies. Academies, which meet on Friday
afternoons, allow students to choose from a wide
range of goal-oriented activities led by teachers,
parents, or other students.



August 23
August 24
August 27
August 31
September 3
September 6
September 19
September 27 & 28
October 19
October 31
November 2 & 9
November 21
November 22-23
December 14
December 17
December 19
December 20 — January 3
January 2
January 3
January 21
February 1
February 18
February 18-22
February 25
April 9

April 15-19

April 22

April 23

May 27

June 7

June 10 & 11

Nueva Middle School
2018-2019 Calendar

Orientation for All New Students

Orientation for 5t and 6" Grade Students

First Day of School/Tea on the Plaza at Hillsborough
Noon Dismissal

No School: Labor Day

Back-to-School Night

No School: Yom Kippur

Advisory Camping Trips

No Classes: Professional Day

Halloween Parade

No Classes: Parent/Teacher Conferences
Grandparents’ & Special Friends’ Day: Noon Dismissall
Thanksgiving Break: Offices Closed

6 — 8 Grade Arts & Electives Culmination

7 & 8 Humanities Culmination

Holiday Concert: Noon Dismissall

Winter Break: Offices Closed 12/24 & 12/25, 12/31 & 1/1
No Classes: Professional Day

Classes Resume

No School: Martin Luther King Jr. Day

MS Advisor-Advisee-Parent Conferences
Presidents’ Day: Offices Closed

February Break

Classes Resume

8th Grade Recital Night

Spring Break

No Classes: Professional Day
Classes Resume

No School: Memorial Day

Last Day of School: Noon Dismissal

Parent/Teacher Conferences

Website tip: please check www.nuevaschool.org for the full calendar and updates. To see future months
not shown on the calendar, click on the latest month offered on the list, and additional months will appear.




World Language Choice: Due 5/1

Dear New Nueva Families,

Nueva students entering sixth, seventh, or eighth grade have an exciting choice
to make about world language. As you know, we offer three opftions: Spanish,
Japanese, and Mandarin. At the end of the eighth grade year, the program
culminates in a trip abroad to Spain, Japan, or China. All languages also have a
group of exchange students who come to Nueva in early winter or spring. We
hope you will consider hosting one next year. Hosting a student is truly the best
way to prepare your child to fravel abroad. Read more about the program in
the “Trips and Global Learning” article on our homepage.

Please log on with your child and have him or her submit a world language
choice via google form no later than Tuesday, May 1. To help your child
determine the best choice, | encourage you to sit down (or take a walk)
together and discuss the choice. You might consider these points:

* Language choice is connected to the desire to learn more about a
place, people, culture. Look at pictures of art, architecture, or cultural
festivals. What your child is drawn to?

*  What are your child’s learning preferences, styles, and needs?

* Does your family history factor in this choice?

*  Whatis the ‘'music’ of the language? This can sway a student—if a
language sounds interesting, pretty, or challenging, that can be a
rationale.

* The choice your child wants to make may surprise you! We would
encourage students not to choose a language strictly for the reason that
a large number of people speak it, or that it would be useful for business
only; that can be a part of the choice, but not the sole reason as it will not
sustain a stfudent and deep interest in a language over three years.

All three languages emphasize learning about culture in addition to traditional
grammar, vocabulary, and conversational skills. All make use of online language
learning programs in conjunction with in-class exercises and project based
learning approaches. Know that whichever language your child chooses, the
program teaches the necessary study skills for language acquisition. While each
language presents unique learning challenges and exciting experiential
opportunities here in the Bay Area, we are intentional about creating equal
projects and opportunities for all world language learners so there is parity. For
example, all 6™ graders might take a language scavenger hunt field trip on the
same day, but to three different markets. All sixth grade Sustainable Living
Culminating Projects are set in a country that speaks the language the child is
studying and everyone learns the vocabulary of home and family
simultaneously. This week, all 8" graders fraveled to a museum, but some went
to the Asian Art and others to the Legion of Honor.

Because we are building towards a trip, a child’s language choice is a
commitment from sixth to eighth grade; students do not change languages part
way through middle school. While it is not necessary to think of this language as
a “permanent” choice, most students do choose to continue with the same


http://www.nuevaschool.org/academics/trips-and-global-learning/middle-school-trips
http://www.nuevaschool.org/academics/trips-and-global-learning/middle-school-trips
http://goo.gl/forms/Vmc8jmcWMT
http://goo.gl/forms/Vmc8jmcWMT

World Language Choice: Due 4/28

language in Nueva's Upper School. All three languages have approximately
equal number of students enrolled.

Sixth grade is officially the beginning of the world language program. Students
joining the middle school in seventh or eighth grade will need to meet with the
teacher of their chosen course to create a summer plan (online work, tutoring,
self-study) if they are not yet ready to enter at a seventh or eighth grade level.
We have done this successfully with many students and found it is necessary to
make a connection in the spring so there is ample time to catch up.

This meeting is scheduled for May 24 from 3:30 to 6:00pm

Students entering with significant language skills (heritage speakers, for example),
choose another language to study at school or, in a small number of cases,
arrange their own private language instruction. As Veronica, our Spanish teacher
says, "the more languages, the better." After all, "this MS choice is a springboard
to a lifelong relationship with languages and cultures. This second or third
language choice opens the door to broader perspectives and understanding of
the many ways of seeing the world. Language understanding conftributes to
brain plasticity and creativity.”

If you have specific questions about any of the programs, please feel free to
reach out to the language teachers. For Spanish, contact Veronica Guevara at
vguevara@nuevaschool.org. For Mandarin, please contact Weixia Han,

at whan@nuevaschool.org. For Japanese, contact Valerie Minakawa at
vminakawa@nuevaschool.org

Choosing a language and traveling abroad is one of the hallmarks of a Nueva
middle school experience. We are excited for the opening of minds and hearts
that comes through this process.

Gracias, Arigato, and Xie Xie,

Liza Raynal
Middle School Division Head
raynal@nuevaschool.org



mailto:vguevara@nuevaschool.org
mailto:kiln@nuevaschool.org
mailto:vminakawa@nuevaschool.org
mailto:vminakawa@nuevaschool.org
mailto:lraynal@nuevaschool.org

Student Information Sheet

Student: Next Year’'s Grade: Date:

Please offer specific comments regarding the following areas:

Please return to Vivian Rhodes, Middle School Administrative Assistant, at
vrhodes@nuevaschool.org
By May 14, 2018




Dear Middle School Parents,

Welcome to The Nueva School’s Middle School! T hope you are as excited as I am in
joining this fantastic community of learners.

As faculty, parents and adults who value life-long learning, we have learned it takes an
entire community to support the many programs made available to your student. One of
these programs is the technology program within The Nueva School. At the foundation of the
technology program are four core facets of the school: our esteemed Faculty, Social Emotional
Learning team, our Design Thinking and Engineering team, and our Technology Office. These
four groups work in tandem to guide your students in the proper use and behaviors needed
within a digital learning environment and an increasingly digital world. At the core of the
technology program is each individual Nueva family, especially your Nueva student, and
what he or she contributes to the greater community.

Your middle school student will be involved in a 1:1 laptop program beginning in the
Fall of 2018. Years of experience dealing with families within a 1:1 program have allowed us to
create a set of best practices, which every family should seriously consider exercising within
their home. We know 1:1 programs inevitably change the family dynamic at home, and it is
important for parents to recognize and prepare for this shift. To this end, we have created a
path for parents to ready their family for this change. It begins with creating written
agreements between parents and their students on expected use and expected behavior.
Parents often assume their student will know how to implicitly deal with an inappropriate
situation when it arises. In our experience, this assumption can be better validated when
parents go through the exercise of clarifying their family values within a specific circumstance
or situation, and within daily practices. For some of you, this may seem repetitive or trivial;
we would ask that you still go through the process together.

Following this letter is a document of Suggested Laptop Agreements for your home to
help you craft clarifying statements addressing various elements of computer and /or online
use with your student. The first step is to review this document with your spouse or parenting
partner, and come to an agreement on how you would collectively like to structure these
agreements with your student. The second step is to then include your student in further
refining and building these agreements with their input, and to communicate the core family
value underneath each agreement to them. The third step is to document and post the
agreements as a daily reminder for your student and family, knowing that some agreements
may require revisiting. A sample agreement document is included for your reference.

We encourage you to start this process today. As families are busy with everyday life,
we know this process can easily be overlooked. We will be reminding you again in June, and
again in July and August, to undertake this process so that your family is well prepared for
the 1:1 program. If you have any questions about this document or process, please feel free to
contact me at echen@nuevaschool.org.

Finally, also attached is a copy of this year’s Technology Acceptable Use Policy as it is
presented in our school’s handbook for your reference. The school’s handbook for 2018-2019
will be made available on your Nueva home page before laptops are distributed to students.
You can log into your Nueva home page to digitally accept The Nueva School Handbook for
2018-2019, located under the ‘Forms to be Signed’ section. Families must accept the school
handbook for their students to receive their school-issued laptops for the academic year.

Congratulations again and welcome to Nueva!

Edward Chen
Director, Technology



Suggested Agreements for Middle School Families

"If I had to do it over again, 1 would sit my child down at home the first day he brings
home the computer and say, "This does not belong to you. This belongs to the school and
you are to use it for school-related projects. To the extent that you use it for other purposes,
we must have an agreement about how you are using it. Let’s talk right now about instant
messaging, games, ilTunes ..." - Nueva Parent

We naturally assume our child knows what the family standard for laptop/
computer use is, but we find it extremely helpful when families explicitly talk about
these standards and write these agreements down, so there are no
misunderstandings. The Nueva School strongly encourages parents to talk about the
topics below with their students over the summer, come to an agreement about what
behavior is expected, and continue these conversations throughout the school year.
As the school year progresses, parents may find themselves reviewing and/or
changing agreements as the students demonstrate more, or less, responsibility. We
strongly suggest parents create a written agreement based on this document. A
written agreement helps because your student can refer back to it when they have a
question, or need a reminder. We highly recommend families have these agreements
between parents and students in place before laptops come home, and that they
share this agreement with any caregivers. It is never too late to start this process.

GENERAL

- Agree the laptop does not belong to the student, but to the school, and should be
used for academic learning purposes.

- Agree that parents can confiscate the laptop at any time.

- Agree on what the laptop should be used—and not—used for.

- Agree on being forthright. Discuss the importance and difference of being forthright
versus being just honest. Honesty is accurately responding to a question of “What
happened here?” versus forthrightness, when the student comes and tells you what
happened before the question is asked.

- Agree on how students should report any issues dealing with friends, issues dealing
with disturbing or uncomfortable content, issues dealing with threats, digital
harassment, and/or cyber-bullying, or with issues dealing with insults and name
calling online.

- Agree that laptop /computer usage can become addictive and discuss how to prevent
this addiction through smart time management and focusing on existing (or new)
non-technical passions.

- Agree to keep a healthy balance between using the laptop and not using it.

- Discuss the expectation of privacy (or lack thereof). Everything done online, or on a
device, is NOT private, and can be tracked, traced, and copied. You are never
anonymous.

- Agree not to create or use fake, alternative accounts to do harm - even as a prank or
‘just for fun’. Again, you are never anonymous, and this can be considered cyber-
bullying.

- Agree not to digitally harass anyone.

- Agree on what should happen when your student makes a mistake online, in an
email or text, or somehow violates these agreements. Discuss the different
consequences that might result from a forthright approach versus an honest



approach.

- Agree to make future adjustments to these agreements, or to create new agreements
as needed.

- Agree on a backup solution for student data files. Students are responsible for
backing up all their data.

CARE

- Agree to care for the laptop in the best way possible (no one-corner carries, no laptop
bags lying flat on the floor, no squeezing laptops or their bags into tight spaces).

- Agree to always keep the laptop in its provided case. Alternate or personal cases are
not allowed on campus.

- Agree that laptops should NOT be used on the bus, in the car, before or after school
(unless in Homework Club), and during lunch recess (unless in Laptop Homework
Time). Bus and car use put the laptop in jeopardy when a sudden stop is needed.

- Agree to come to school with a fully charged battery every day. This means the
laptop must be plugged in the night before.

- Agree to place laptops (and other electronic devices, like cell phones) outside of the
student’s bedroom for charging purposes, preferably in a central charging area in the
parent’s bedroom.

- Agree on the time when laptops and other devices should be turned off for the night
and brought to the charger, and/or given to a parent.

- Agree to contact the Technology Office when technical help is needed, or if a laptop is
lost or stolen.

- Agree on using proper ergonomics and proper lighting. Discuss proper ergonomics
to avoid carpel tunnel, wrist pain, neck pain, back pain, and eye strain.

- Agree not to use laptops during dinner, snack time, or family meals. Food & drink
and electronic devices never mix!

- Agree to leave the laptop at home when going on vacation or trips. Let it be a digital
vacation as well!

HOMEWORK TIME

- Agree that school-issued laptops (even including other electronic devices) should not
be used in the student’s bedroom. Working on the laptop on the bed sets the student
up for bad ergonomic practices and can easily lead to carpel tunnel, and /or back and
neck strain.

- Agree on when the laptop should be used at home.

The school suggests limiting laptop homework time to about two to three hours at
night. Setting up time limits help students focus on their work and manage their time.
Limitations and boundaries actually generate creativity and focus in your student.

- Agree on where homework will be done. The school suggests a central and public
location with the screen facing outward towards an adult for casual monitoring, or at
least where an adult can check at will.

- Agree on what happens during homework time (will personal, entertainment, email,
or chat windows be open during homework use?)

- The school recommends that all personal, social, or entertainment applications
and /or windows be turned off during homework time. Group or team projects are
excluded, when a chat window might be necessary.

- Agree on how your student will handle ‘break times’ in between homework
assignments. How long is each break? Will laptop use be allowed during break time?



- The school recommends laptop use should not be a part of “break time”. Laptops can
be used for entertainment purposes only after all homework is completed, and, even
then, only for a limited amount of time.

- Agree on how your student will prioritize homework over extracurricular activities
and/or socializing, entertainment and/or “play’ time on the laptop.

- Agree that doing homework on laptop will also take up total allowed screen time, so
entertainment time on devices may be reduced as homework time increases to keep
total screen time the same. Remember, there are other, non-technology-related ways
to be entertained - read a book, play an instrument, go outside and play, work on a
hands-on project.

- Agree on a time limitation for socializing, entertainment or ‘play’ time on the laptop
per day. Agree if playing on the computer is okay for “X” minutes after all
homework is done. Will it be proportional to the amount of time spent on homework,
or a set amount of time per day?

- Agree on what is allowed during socializing, entertainment or ‘play’ time on the
laptop and what is not. Again, certain applications and features can be addictive, so
help your student create a path to avoid addictive applications.

- Agree on what entertainment or ‘play’ time on the laptop should be during the
weekends and vacation times.

The school recommends a minimal amount of time during these days, so students can
go out and work on their other passions.

- Agree on what happens during physical visits with friends. Are laptops out or put
away?

- Agrge if and what network monitoring and /or controls the student will need to be
effective.

- Agree to use self-regulating software focusing tools, like Isolator or Think (found on
Self Service), if the student is having issues focusing.

- Agree not to use the laptop to cheat on homework or to plagiarize.

Discuss what plagiarism is (copying and changing certain phrases is still plagiarism).
This can be a complex topic, so it will also be addressed during school.

INTERNET

- Agree to practice Internet safety and protecting your student’s reputation online.

- Discuss and agree on what sites are acceptable, especially social networking and
streaming audio and video sites.

- Agree on what online accounts, if any, your student can create.

- Discuss and agree on what information can be given when creating online accounts,
and who to notify, if anyone, when accounts are created.

The school encourages students to be ethical and law-abiding and therefore not create
Facebook, Google+, Twitter, Snapchat or Instagram accounts, or any other website
accounts that have age limits on who can create accounts.

- Agree on sharing account information with parents.

The school suggests placing account passwords in sealed envelope to be used only
when needed.

- Agree not to share account information with friends or acquaintances.

- Agree not to create, or use, fake, alternative accounts to do harm, speak harm, or type
harm - even as a prank or ‘just for fun’. Posing as real person would include identity
theft and cyber- bullying. Posing as an imaginary person and doing these acts is still
cyber-bullying. Again, you are never anonymous.



- Agree on not sharing personal information online (both the student and the parent’s
information, including last name, city of residence, birthdates, place of birth, phone
number, address, Social Security number, etc.).

The school recommends this information should never be given out.
NOTE: Identity theft is high amongst minors because they have spotless credit
records.

- Agree on what happens when students stumble across inappropriate or
uncomfortable sites.

- Agree that a student’s digital footprint or ‘digital tattoo” is permanent, and discuss
what can be posted.

- Agree to respect their friend’s digital footprint or tattoo by never posting about them
or uploading photos and tagging them without their written consent.

- Discuss how content that goes online stays online indefinitely and can be copied
without their knowledge.

- Discuss that there is no way to distinguish friendly banter (a.k.a. friendly insults)
from cyber- bullying because there is no tone, facial expression, or body language in
typed text.

NOTE: Typed text only communicates about 20% of what you really want to
communicate.

- Agree to keep negative comments away from any digital interaction.

- Agree to not respond to pop-up windows but close them using Command+W on a
Mac or Ctrl-W on Windows.

- Agree that nighttime (after 7 pm) is not the best time to text, email, chat, or hold a
digital conversation with friends. When students are tired, their ability to make good
judgments diminishes; so excess drama can be unintentionally created.

SOCIAL

- Agree and discuss how to practice the Golden Rule 2.0 online (a.k.a. “Do unto others
as they would like to be done unto them”).

- Discuss that a good friend is good friend, whether online or in person.

- Agree to be their friend on their social networking accounts, if you allow them to
have them.

- Agree to think about who the larger audience is in their communications. Remember,
digital communication is NOT private, AND/OR can be forwarded or copied.

- Discuss Instant Messaging, Facetime, chat, and group chat usage, including random
and/or seemingly anonymous sites. Discuss time limits & allowable solutions/apps
that can be used.

- Discuss what content is appropriate in a text or chat session, and what is not.

- Discuss what the impact is, if any, of nighttime use of email and social sites.
Typically, fatigue and tiredness set in and inhibits good judgment, causing
unnecessary drama and /or misunderstandings.

- Agree on how to handle social networking sites. (Google+, Facebook, MySpace,
Twitter, Pinterest, Snapchat, Instagram).

- Agree and discuss video conferencing (are there time limits? forbidden locations
and/or inappropriate dress/attire?).

- Agree on using privacy settings on all social networking sites.

- Agree to check these settings often as the sites frequently change settings, sometimes
without actively informing account owners.

- Agree not to post photos/videos of friends, or tag or identify them, without their



permission. The school strongly suggests getting written permission from the friend’s
parents.

- Agree not to post photos/videos of themselves, or their friends, in a compromising or
revealing pose.

- Discuss what is authentic online - is everyone who they say they are? Is what you
read fact?

EMAIL/TEXT

- Agree on the uses of email and texts.

- Agree what content should be in an email or text, and what to leave out.

- Discuss how text or emails can foster misunderstandings because there is no tone,
facial expressions, or body language in typed text. Remember, typed text only
communicates about 20% of what you really want to communicate.

- Agree not to use 'Reply to All', unless extremely necessary.

- Agree to avoid forwarding chain mails, jokes, or funny or cute pictures.

- Agree not to try to be funny or sarcastic when typing a text or an email. It does not
translate.

MUSIC/VIDEO

- Agree that not all videos, music, websites and games are appropriate for your
student. Discuss how s/he will find out what is appropriate, and what is not.

- Agree on what music the student can listen to during writing times during class, or
when doing homework. Parents need to approve these writing and /or homework
playlists. The playlist for writing at school must also be approved by the teacher. The
school recommends the student create the playlist in advance, so students are not
spending time during their writing time to find songs.

- Agree on how to handle online purchases, especially with iTunes.

The school strongly recommends parents setup an iTunes account without a credit
card and use iTunes gift cards to fund any purchases (if you want them to have an
iTunes account). (Yes, this can be done! Please check the Parent Education blog on
your Nueva home page for more information.)

- Agree to backup files and all music and video libraries, if necessary.

- Nueva does NOT backup any file data nor any data within iTunes, iPhoto, iMovie,
GarageBand content. This is your student’s responsibility.

- Agree on and discuss the types of music or videos that they can watch or listen to.
What about music/videos with explicit content?

- Agree not to download or copy music and videos from friends, or from lesser-known
websites that offer free content.

This is illegal, and a consortium of media companies can sue you or your student.
This is already happening in many colleges. As their parent, you are legally and
financially responsible for your minor’s actions.

GAMES

NOTE: Entertainment games are NOT allowed during class and when school is in

session, including during lunch and/or lunch recess.

- Agree on what games are acceptable and when (what is the curfew time and how
long can they play?).

- Agree on whether or not online social games are acceptable.



- Agree that games can become addicting. Help your student create a path to avoid
such addiction.

COMMUNITY

- Agree to share your agreements and limitations with other families, especially during
a hangout session at a friend’s house.

- Agree to have a common curfew, whereby friends and their families agree to exit
chat, email, and/or social networking sites at 8 or 9 p.m. so everyone can finish their
homework and/or get ready for bed.

- This is otherwise known ‘8 CCC’ (Computer, Cell phone Curfew) or 9 CCC.

- Agree to an Internet and device day off. Select a day of the week when the entire
family is computer-free and Internet-free, so the entire family can recharge for the
upcoming week.

One final encouragement to parents: The most important message is: whatever your
standards and agreements are, students care most that you, the parent, model the
behavior you want at home.

Please share any additions to this list that have worked in your family with our
Director of Technology, Edward Chen, at echen@nuevaschool.org.



SAMPLE FAMILY AGREEMENT ON
HOMEWORK/NUEVA LAPTOP/SCREEN TIME AND RELATED
ISSUES

General Rules

a. We will review and agree to The Nueva School Laptop Acceptable Use Policy.

b. Under Nueva’'s rules, “entertainment games are NOT allowed during class and
when school is in session.”

c. The Nueva laptop does not belong to us, but to the school, and should be used
primarily for academic learning purposes unless we agree otherwise.

d. You will ask us before signing up for any social networking sites on any device
and we will agree on acceptable use parameters.

e. You will share all account information and passwords with us; you will keep this
information up to date in the brown book in the office.

f. Before giving out personal information other than name, email address and city
of residence (such as address, birthdate, phone number, social security number,
etc.), you will ask one of us.

g. You will be forthright when you encounter harassment, cyber-bullying or
otherwise disturbing activities or content online.

h. You will use your laptop, desktop and cell phone responsibly, remembering that
you are never truly anonymous. You will protect your online reputation.

i.  You will not harass or cyber-bully and you will keep negative comments away
from digital interactions.

j- Your laptop and desktop will not be used to cheat or plagiarize.

k. You will be forthright when you make a mistake that you think may violate this
agreement, Nueva’s policies or your commitment to act responsibly.

Laptop Maintenance

a. Your Nueva laptop (and cell phone) should be charged nightly overnight in the
downstairs office.

You will back-up your data regularly [using an external hard drive].

c.  You will not respond to pop-up windows.

d. No food or drink is allowed near your laptop or desktop (other than water
bottle).

e. You will follow Nueva’s instructions for caring for your laptop.

Homework Practices/Laptop Usage

a. Homework will be done in the TV room (with the TV off), the kitchen island or
the dining room table.

b. You will have a plan for completing homework daily during the week and for
the weekends, with reasonable break times (generally no more than 15 minutes
per 45 minutes of homework) and a break time for dinner and John
Oliver /Stephen Colbert or similar chill time with Mom or Dad.

c. Your daily homework plan should incorporate a 10 pm cut-off time for use of
any screen other than your Kindle.

d. Nueva “suggests limiting laptop homework time to about 2 to 3 hours at night.
We will monitor this to see how this works for us in practice.

7”7



Student:

Parentl:

Parent?2:

During homework time, all personal/social / entertainment/email / chat windows
and applications will be closed unless you need a chat window for a group or
team project.

You will be permitted to listen to music while doing homework if you want to.
If, however, you have issues focusing on homework, we can suspend this
permission at any time.

During break times during homework time but before homework completed,
laptop and desktop will not be used. TV (including video games) and cell phone
may be used. If, however, you have issues focusing on homework, we can
suspend this permission at any time.

If you are having issues focusing on homework, you will explore and use self-
regulating software focusing tools (e.g., Isolator or Think) and we will work with
you and Nueva to find a tool that works best for you.

After homework completed on a weeknight (and on weekends if not during your
planned homework time), you may use laptop and desktop for

personal/social/ entertainment/email / chat windows and applications; subject to
starting the year with “9CCC” (computer and cell phone curfew for social/
email/ chat), which we may reevaluate at any time and 10 pm cut-off time for
use of any screen other than your Kindle.

At this time, we do not see a need for a time limitation on non-homework laptop
use or total screen time per day or week. If, however, we feel like you are not
maintaining a healthy balance between engaging in non-technology-related
activities (e.g., reading, music, athletics, games, chores etc.) and screen time, we
will revisit this.

The Nueva laptop may not be used in your bedroom.

This sample comes courtesy of one very generous and thoughtful Nueva family.



Our family values:

Agreement for Use of Devices @ Home

When it comes to devices at home, | agree to the following checked items:

Q
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Understand the Nueva laptop belongs to the school. It must be care for
properly, and must be returned in good working order at the end of the
school year.

Use a case to protect the Nueva laptop.

Keep food and drink away from devices.

Surrender the devices whenever asked.

Devices will not be used in: (locations).
Know everything created, uploaded, viewed on devices is public
information.

Protect my private/personal information and not give out my private
information (address, birthdate, phone number, etc.) to protect my
identity.

Create and protect my online reputation as | would (and have) in real life.
| will pause before sending or posting anything - considering all possible
consequences.

| will not engage in bullying, deception, or exclusion.

Keep all my account credentials (including social media accounts) in a
known discrete location (e.g. an envelope).

Protect my privacy by learning about, and using, privacy settings on any
platform | am a part of.

Protect the privacy of my friends by not posting/uploading/tagging
photos of them without their parent’s written consent, even if they are in
the background.

Protect my devices from malicious software by not responding to pop-
ups, opening unexpected attachments, or clicking without reading
carefully.

Understand text only communicates 20% of what | really want to say.
Understand fatigue and general tiredness inhibits good judgment and
decisions, causing unnecessary drama and/or misunderstandings.
Protect my body by being ergonomically safe when using devices.

Will not violate copyright laws, plagiarize, nor cheat.

Be my best and kindest self while online.

Be forthright in reporting any issues with the devices (broken, lost, missing),
including encountering uncomfortable issues like harassment, bullying,
inappropriate or disturbing activities.

Be forthright when | make a mistake/error that might violate this
agreement, Nueva's policies or my commitment to act responsibly.




O Return devices to their central charging station to charge every night,
especially at the computer/cell curfew of: (time).
« Exercise a healthy life balance and putting down devices when:

(days/circumstances).

Homework

O Homework with devices will be done in (location),
preferably not in bedrooms.

Q Toremain focused, only work-relevant apps and/or windows will be open
when working on homework or projects.

Q To be ergonomically safe, timed ___-minute breaks should be taken for
every ____ minutes of focused homework time. Breaks will not include the
use of devices.

O Having music playing in the background during homework requires a
preset playlist.

Q After homework has been completed, entertainment/social/personal use
of devices will be limited to: (time).

o (recommended: X number of hours or until the CCC curfew time,
whichever is earlier)

Q Use additional controls, limitations, and/or focusing apps may be used or
installed if | am unable to focus well and be productive.

Other

Q

Q

Q

We can make future adjustments to this agreement - adding or changing as
needed. For now, | agree to uphold the items checked above to the best of my
ability:

Student Signature Parent Signature

Student Printed Name Parent Printed Name

Date



Extracurricular Activities

Nueva students are active in school clubs and extracurricular activities. Below is
information about clubs, after school enrichment classes, music lessons, sports offerings,
and musical theater.

Clubs

The Middle School has a variety of clubs that meet af lunch and/or recess or after
school. Each club has a faculty sponsor, but is generally led by the students. If you are
interested in starting a club, you can seek out a faculty sponsor and present your idea
for a club at a Middle School meeting.

Current clubs include:

Writers’ Society: A chance for students to work on personal or academic writing
projects; students meet weekly to write, talk though ideas, and submit to writing
contests.

Faculty Sponsor: Karen Tiegel, ktiegel@nuevaschool.org

History Club: Students research and present on a variety of historical topics.
Students may also participate in and run assemblies such as Black History month
and cultural awareness days.

Faculty Sponsor: Gary Kaplan, gkaplan@nuevaschool.org

Science Club: Students investigate science challenges and work on individual
and group projects on a weekly basis; the club is an opportunity for students to
go further into depth with science topics.

Faculty Sponsor: Dalton Lobo Dias, dlobodias@nuevaschool.org

NextGen: Students meet weekly to research and learn about ways that girls can
be innovators and leaders in the global community. Specifically, this club focuses
on girls' access to education around the world.

Faculty Sponsors: Gretchen Kellough, gkellough@nuevaschool.org and Lelia
Youn, eyoun@nuevaschool.org

GSA (Gay/Straight Alliance): Students who identify as LGBTQ, and their allies,
meet weekly to research and discuss issues that affect LGBTQ youth and the
larger community. Students in the club sponsor Purple Shirt Day, to support the
effort to end bullying.

Faculty Sponsor: Jennifer Perry, jperry@nuevaschool.org

Model United Nations (MUN): The club meets weekly during academy fime. Each
year, students travel o New York to participate in the MUN Student Conference.
To attend the New York frip, all members must take the fall MUN academy.
Faculty Sponsor: Lora Saarnio, Isaarnio@nuevaschool.org




Futures Problem Solving: Students meet weekly to work on scenarios that present
problems facing our global communities. Using critical thinking skills, stfudents
work out practical solutions to issues such as water shortages, epidemics,
processed foods, and social media. Faculty sponsor: Rachel Dragos,
rdragos@nuevaschool.org

Math Counts: Students can join Math Counts and practice challenging math
problems as part of the club. Members also participate in the American
Mathematics Contest 8 and compete in local and state-level competitions.
Faculty Sponsor: Dan Bennett, dbennett@nuevaschool.org and Steven Chanan,
schanan@nuevaschool.org

Social Justice Club: Students meet weekly to discuss the complex issues that
arise around privilege, oppression, and equity in America. Student
members take turns presenting on specific topics that are relevant, timely,
and encourage a nuanced understanding of the ways in which race,
class, sex, and other identifiers intersect. Faculty Sponsor: Alegria Barclay,
abarclay@nuevaschool.org and Alison Williams, awiliams@nuevaschool.org

First Lego League Robotics (FLL): FLL is a robotics competition for students ages 9-
14. Students on the FLL feam work in groups of about 6 students to build and
program a Lego robot capable of completing specific challenges and
complete aresearch project around a themed challenge. Students on the
team practice once a week after school and for two hours one day on the
weekend. The Robotics season begins when school starts and ends sometime
between November and March depending on how far into the competition a
team advances. Faculty advisor: Michelle Grau (mgrau@nuevaschool.org)

Student Council (Stuco): Stuco meets weekly to plan school events such as
dances and social nights. Stuco consists of an executive board of one female
and one male student body president, a vice president, and a tfreasurer, along
with grade representatives, diversity representative, tech representatives and
sports representatives.

Enrichment classes

Nueva students and students from the larger community can take enrichment classes
after school. Our website has a full list of offerings, and questions can be directed to
Janice Toy, jtoy@nuevaschool.org

Music Lessons
Many Nueva students take private musical instrument or voice lessons on campus from
more than 25 private music teachers. These lessons take place during lunch, recess,



afterschool, and during study hall. Lessons can be arranged through Janice Toy, who
can be reached at jfoy@nuevaschool.org

Musical Theater

Each fall, seventh and eighth grade students present a musical theater performance.
Auditions begin the first week of school, and students who are a part of the musical
attend the Musical Theater elective for the first semester. Rehearsals also take place
after school and on weekends. Experienced sixth graders may also audition for limited
roles in the musical.

Lower school students and fifth and sixth graders can attend a musical theater
enrichment class twice a week. A culminating performance takes place in November.
For more information, contact Lisa Share-Sapolsky at musicaltheatre@nuevaschool.org

Sports

Nueva offers a variety of sports across four seasons. Assessments for feams generally
occur during the first week of practices, and students are placed according to grade,
experience and ability. Team sports generally have at least one junior varsity and one
varsity team. Practices for fall sports may begin the week before classes start in August.

Fall season: Boys' Flag Football, Cross Country

Early Winter season: Girls’ Soccer, Boys' Basketball

Late Winter season: Boys' Soccer, Girls’ Basketball

Spring season: Girls’ Volleyball, Track and Field, and Tennis

For more information, contact Chris Wade, MS Athletic Director, at
cwade@nuevaschool.org




Welcome New 7t & 8t Nueva Students
Tips and Expectations for Summer Preparation

Middle schoolis in full swing by seventh and eighth grades and we want students
entering aft this level to jump into the curriculum in the fall feeling ready and
excited; therefore, we ask our small group of entering seventh and eighth graders
to spend a Thursday afternoon with us this May to prepare.

Please mark your calendars for Thursday, May 24 from 300:pm to 6:00pm.

Below, some helpful instructions, guidelines, and expectations to help you in your
transition. This document focuses mainly on references for our language and
technology programs. More information on academic, social, and emotional
tools and resources will be provided during the Student Orientations at the end of
the summer. Please contact the faculty members listed for additional questions.

World Languages:

As referenced in the language choice letter, students need to be prepared to
begin at grade level in their language classes in the fall. To do so, each student
needs to meet with his or her language teacher on May 24 to create a summer
plan, and if, applicable, for an oral and written assessment. Depending on the
current comfort level with the language of choice, the teacher may recommend
tutored lessons or offer some sample assignments from this year. For more
information, please contact:

Spanish — Veronica Guevara — vguevara@nuevaschool.org

Japanese - Valerie Minakawa — vminakawa@nuevaschool.org

Mandarin- Weixia Han - whan@nuevachool.org

Math:

At Nueva, we seek to meet students where they are. In order to do this in math
class, we like to gauge student content knowledge and problem-solving strategies
before the school year begins. This assessment will include both open response
questions and a multiple-choice section. The results of the assessment are one
piece of information that will help us create our math classes for the fall. Students
do not need to prepare for this and they should expect to see some familiar
questions and some unfamiliar ones. There will be an opportunity for parents to ask
qguestions and hear an overview of the process from 5:30-6:00 pm on May 24.

Recital Project:

As a capstone experience in the middle school, all eighth graders engage in a
mentored recital project. If you are entering eighth grade, we'd like to connect
with you about the scope of this project and your ideas before the summer begins.

One of our iLab engineers will be available on May 24 to help you brainstorm
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Humanities/Writing:

Summer reading and assignments will be distributed in mid-June via mail.
Science:
7th Graders — Summer assignments will be distributed in mid-June mail.

8th Graders — Students should review conceptual chemistry including: the structure,
function, and models of atoms, the periodic table, photosynthesis reaction
equations, endo- and exothermic reactions, and balancing equations. A review of
the organelles of a cell, including their function and structure is also recommended.
You can research these topics online.

Technology:

Students receive instruction and guidance for online behavior, ergonomics,
plagiarism, application proficiency, network basic, and on-campus SEL (social and
emotional learning) skills during the summer orientation. The reference listed below
are great tools to help you get familiar with computers and various software
programs.

Helpful tips and resources:

All middle school students must be very, very proficient in typing — aim to be a
fluent touch typist. Once parents gain access to the website, students can visit:
https://www.nuevaschool.org/tech for other helpful technology resources —
including instructions on how to log on to the server, access blogs, and other tips.

There are free or paid typing apps available.

* The BBC provides a free online app
at http://www.bbc.co.uk/schools/typing/.
* Mavis Beacon Teaches Typing is another application — for a fee.
* Nueva will create a Custom Typing account for you to practice your skills. The
log in credentials will be provided to you after June 15th,
* |ldedllynginde bepmleaek#®dsimrm or more with 90% accuracy.
* Students also need to know all the MAC basics (from the OS to the iLife and
iWork suite).
* The best places to review are:
o http://www.apple.com/support/mac101/tour/
http://www.apple.com/findouthow/mac/ - scroll down to review ALL

o

http://www.apple.com/findouthow/photos/
http://www.apple.com/findouthow/movies/
http://www.apple.com/findouthow/music/
http://www.apple.com/findouthow/iwork/
http://www.apple.com/ilife/video-showcase/

O O O O O

For additional technology support contact the Nueva Technology Team at
techhelp@nuevaschool.org or 650-350-4545.
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TECHNOLOGY: Acceptable Use Policy (AUP)

Overview
Nueva provides a range of technology resources to enrich the academic experience of students, faculty, and
staff. This Acceptable Use Policy (AUP) outlines the details for use of this technology.

Nueva offers students access to Nueva’s internet connection, laptops, printers, video/audio equipment,
wireless networks, data systems, computer systems, servers, networks, software, subscription services, and

other equipment that comprise our Nueva-managed technology and services.

Beginning in 5th grade, through our 1-to-1 Laptop Program, Nueva assigns each student his or her own
laptop. The 1-to-1 Laptop program is a natural extension of our history of innovation with technology and
its emphasis on authentic and individualized learning experiences. Students in the Lower School have

supervised access to laptops and other devices.

Use of technology at Nueva is a privilege, not a right. All technology users have a responsibility to utilize
technology in an appropriate, authorized (by Nueva), lawful, and ethical manner, in accordance with this
policy and Handbook. Violations of these policies may result in suspension or loss of this privilege and
turther disciplinary consequences. In addition, legal action may be taken in accordance with federal and
state law and policies, and criminal charges may be filed against a student and/or patrents, when
appropriate.

Student Use of Nueva-Managed Technology:
Usage for Academic Purposes: Nueva-managed technology is available to Nueva students to promote

Nueva’s educational program. Nueva-managed technology should be used for academic purposes.-

Prohibited Usage: Students agree never to use personal and Nueva-managed technology for the
following prohibited purposes:

* To send a message that violates any law, policy, rule, standard of conduct, or is unacceptable behavior,
including, but not limited to: any policy, rule standard of conduct, or unacceptable behavior set
forth in this Handbook;

* To send messages using abusive, or otherwise objectionable language to send any messages that are
prohibited by Federal or California law;

* To engage in personal attacks, including prejudicial or discriminatory attacks;

* To harass another person. (defined above);

* To knowingly or recklessly post false or defamatory information about a person or organization; To

* post, send or download copyrighted material without permission. Users are to respect the rights of
and the intellectual property of others in accordance with Federal and California copyright laws; To

* transfer copyrighted material to or from any Nueva-managed computer or machine without license
or the express written permission of the owner is a violation of Federal Law;

* To access, send, or retrieve pornographic material;
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¢ To masquerade as another person or falsify one's identity to others with malicious intent;

* To gamble;

* To engage in any illegal act, including but not limited to: arranging for a drug sale or the purchase of
alcohol, engaging in criminal gang activity, threatening the safety of a person, etc.;

* To circumvent security measures on Nueva-managed or remote computers or networks;

* To attempt to gain unlawful or unauthorized access to another's resources, programs, or data;

* To attempt to use another Nueva community member’s security password or security credential for

any Nueva account.

Additional Prohibited Usage for Lower School & Middle School Students: As a prekindergarten—
grade 12 school, we are dedicated to technology use for its highest creative and academic purposes. We
seck to develop a natural progression for the inclusion of technology in students’ classroom activities, and
have integrated technology experiences designed to teach healthy practices. As such, Lower School and
Middle School student use of laptops is limited to direct supervision by a teacher. This includes prohibiting

usage at the following times:

* Lunchtime and lunch recess because of the high value we place on healthy eating habits and time for
play. Students will be advised of lunchtime options for supervised homework or school-related
projects at the beginning of each school year.

* Before school begins and while awaiting pick-up.

* At Extended Day programs. Laptops can be used only during Homework Club, but for homework,
not for recreational purposes or for video games.

We intend to establish protocols for students’ safety during the elementary and middle school years. To
that end, students in the Lower School and Middle School agree not use Nueva-managed technology,

without permission from the school, for the following purposes:

* To Instant Message, chat or send texts;

* To access or use social networking websites of any kind, including but not limited to Instagram,
SnapChat, Facebook, Google+, etc; Lower and Middle School students do not meet the minimum
age requirements.

+ To visit and post information and/or messages on social networking websites such as Instagram,
SnapChat, Facebook, Google+, etc.;

* To access or use chat rooms or forums, unless directed by a teacher as part of a classroom activity;

* To agree to meet with someone he/she has met solely online;

* To enter contests, advertising, promotions, political lobbying, or personal commercial activities
including online purchasing on sites such as eBay or Craigslist (which facilitates direct contact
between an unknown seller and the student; in addition, online purchases should happen at home so
parents are aware of monies being spent);

* To disseminate, view, or store commercial or personal advertisements, solicitations, promotions,
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destructive code (e.g., viruses, Trojan horse programs, etc.), or any other unauthorized materials as
determined by the school;
* To engage in the unauthorized exploration of the network operating system or to change any
installed Nueva-managed software;
* To disclose personal information including but not limited to: address, phone number, birthdate, or
age to third parties unless the student has written parental consent;
* To download or upload software, games, or shareware;
* To play video and/or other non-school related games, recreational videos, or movies for
entertainment;
* To communicate any credit card number, bank account number, or any other financial information;
* To post chain letters or engage in “spamming.” Spamming is sending an annoying or unnecessary
message to a large number of people, including sending “Reply All” messages;
* To falsely represent yourself as the School by using the school name on social media sites, unless
authorized by the Head of School in advance and in writing;
Further Guidance on All Prohibited Usage Sections: The prohibited usage detailed above are meant to
provide Nueva students and their families with examples of prohibited conduct, but are not intended to
serve as an exclusive or all-inclusive list. All Nueva students may be disciplined for engaging in other
conduct deemed, at the sole discretion of Nueva, as detrimental to the school, its mission, ot to be a
violation of school policies, rules, standards of conduct, unacceptable behaviors, law, and/or otherwise

harmful to other students.

If a student mistakenly accesses inappropriate information, the student should immediately tell a teacher or
an administrator, so the Technology Office can be notified to correct or remedy the issue. Additionally, to
the extent parents inform the student that there is additional material they think would be inappropriate for
the student to access, Nueva expects that the student will follow his or her parent’s instructions in this

matter.

Safety: Students should promptly disclose to a teacher, school administrator, or staff member any message
they receive that is inappropriate, that makes them feel unsafe, or that is a violation of any Nueva policy
(including those stated above), rule, standard of conduct, law, or is unacceptable behavior, and/or

otherwise harmful to other students.

Security: It is essential that Nueva computers and devices never be disrupted by any malicious software or
computer viruses. Students should refrain from opening email attachments from individuals they do not
know. If a student suspects that malicious software (malware) or a virus has been introduced into a Nueva
machine device or Nueva’s network, that individual should notify the Technology Office immediately.
When work must be transferred from home to Nueva-managed technology, it should be through Nueva’s
official Google Apps for Education platform, Nueva’s file servers, or through Nueva’s email accounts, or

other reputable services.

Vandalism: The entire community suffers when computer systems are disrupted. Students agree not to
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engage in digital or network vandalism, including, but not limited to, the following acts:

* Attempting to access or edit the files, folders, or equipment without permission;

* Attempting to bypass security or management software;

* Revealing personal Nueva account passwords to others;

* Unauthorized (by the Technology Office) installation, removal, or copying of any-software et-(Upper
School students are authorized to install software on their Nueva-issued laptops as they are
administrators to the laptops; however, they do so at their own risk. The school assumes they have
the proper documents for proof of purchase. Support and troubleshooting these software packages or
apps are not within the scope of the Technology Office’s services.);

+ Circumventing device settings on any shared network or computer resources, or circumventing
grayed out or locked settings on Nueva-issued laptops; or

+ Changing or unplugging network or phone cabling from existing classroom or lab equipment.

Vandalism also includes but is not limited to: the spreading of code pranks, malicious or annoying
malware, viruses, and Trojan software, or changing of Nueva-owned device settings that have been
purposefully made unavailable. Nueva students should respect their fellow students and community

members and not adversely or negatively impact or affect another Nueva computer, device, or account.

Passwords: Students agree to respect others’ privacy and not use another person’s account or password,
even with that person’s consent. Students must also not disclose or allow others to use their Nueva

account passwords.

Copyright & Plagiarism: Students are responsible for producing their own work in completing school
assignments. Downloading and copying another individual’s work from the Internet without crediting the
author is plagiarism. (Please see Nueva’s policy regarding Academic Integrity in this Handbook.) Students are
also responsible for complying with copyright law and applicable licenses that may apply to software, files,
graphics, documents, messages, and other material that users wish to download or copy. Copyright
violations include the copying of computer software, digital text, or written materials without the
permission of the author. Students may not agree to a license or download any material for which a

registration, installation or activation fee is charged to Nueva, while using a personal or Nueva-managed

device, without first obtaining the express written permission of the Director of Technology.

Network Bandwidth and Frivolous Use: Nueva’s technology resources are not unlimited. Network
bandwidth and storage capacity have finite limits, and all students connected to the network have a
responsibility to conserve these resources, avoid waste, and make sure not to place these resources at risk.
Nueva students should not deliberately perform acts that waste computer resources or unfairly monopolize
resources to the exclusion of others. These acts include, but are not limited to: printing large quantities of
paper, sending mass mailings or chain letters, spending excessive, non-academic amounts of time on the
Internet, engaging in non-academic online video or audio streaming, uploading or downloading extra large
files, or otherwise creating unnecessary loads on network traffic associated with non-school-related uses of

the Internet.
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Rights of Nueva with Respect to School-Managed Technology

Nueva’s rights with respect to student and/or guest use of technology and communications include but are
not limited to the following:

Right to Monitor, Search and Seize Nueva-Managed Technology and Communications: Each
student’s online communication using Nueva-managed technology is a reflection of the school. Students
have no expectation of privacy when using Nueva-managed technology or in any communication sent
using Nueva-managed technology, including communications sent on personal electronic devices using
Nueva-managed technology (i.e. school networks and equipment). Nueva has the right to monitor and log
any and all aspects of its Nueva-managed technology, including, but not limited to, monitoring Internet
sites visited by users, monitoring chat and newsgroups, monitoring file downloads and all communications
to or from Nueva-managed technology, including communications that can be retrieved from Nueva’s
server/network and electronic equipment. The Nueva School also reserves the right to search and seize
Nueva-managed technology and any privately owned devices connected to it or interfering with its proper

function.

Cooperation with Authorities: Nueva will cooperate with copyright holders, law enforcement, and other
authorities, as appropriate, if they learn of illegal or potentially illegal use of Nueva-managed technology by

Nueva students or visitots.

Content Filter: Nueva has the right to utilize software that makes it possible to identify and block access
to Internet sites containing explicit content or other material deemed inappropriate in a school or

workplace.

Restrictions on Student Use of Personal Technology: Nueva asks that students use its school-issued
laptops while at school, even if they have their own device at home, because teachers plan their courses
with the assumption that students will have common technology capability, including access to Nueva-
managed computers, hardware, connectivity, software, security, and online service subscriptions available
through the 1-to-1 laptop program. If a student chooses to bring their own personal devices, in addition to
using their Nueva-issued laptop, they are responsible for supporting and/or configuring their personal

devices.

Personal Electronics
Personal electronics include but are not limited to laptops, cell phones, tablets, Kindles, MP3 players, smart

watches, and game devices. In general, we discourage students from bringing personal electronic devices to
school. Nueva is not responsible for loss or damage of any personal electronic device. Nueva provides
computers and other devices for educational uses during the school day. If a student brings a cell phone or
gaming device to school, it must be used in ways that are not disruptive to the educational programs or
other individuals. In general, for LS and MS students, all non-Nueva electronic devices must remain turned
off for the entire school day and kept out of sight in the student’s locker or backpack. These devices may

be used on the school bus or shuttle, but only if it does not create distraction for others and materials are
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appropriate.

Amplified music may be allowed in class or on campus, if permitted and supervised by a teacher, but all

music at school needs to be school-appropriate. Profanity or inappropriate language is not permitted.

Further Guidelines for Lower School and Middle School Students: If a student needs to make a call
during the school day, s/he may get an adult’s permission to use the phone in the Mansion Foyer, Middle
School Office, or Front Desk Reception in the | Building. For Middle School students, personal electronics,
including cell phones, may only be used after school is dismissed at 3:25 pm. For Lower School students,
personal electronic devices should not be used on campus. We are intentional about our desire to have

our students focus on their work, their play, their teachers, and their classmates and we review these
expectations with students in class meetings at the beginning of the school year and as needed throughout
the year. Cell phones and other devices may be confiscated if they are out or used without specific

permission during the school day.

Social Media

Part of learning to be a successful citizen and Nueva community member includes understanding that
social media and digital communication are essential parts of our world today. Social media are powerful
learning, collaboration, and communication tools and should be judiciously employed in the pursuit of
learning. Social media is any form of online publication or presence that allows interactive communication,
including social networks, blogs, photo sharing platforms, Internet websites, Internet forums, and wikis.
Examples of social media include, but are not limited to, Facebook, Twitter, Instagram, LinkedIn,
YouTube, Vine, SnapChat, Google+, and Flickr.

It is important to recognize that access to information can result in tremendous advantages, and it can also
create new responsibilities for students of which students and their families should be aware. The decision
to embark on a social media presence is one that should be made jointly between students and their
patents/guardians. Nueva’s social media policy prohibits students in grades 8 and below from accessing

social media sites, and all such sites are fully blocked on the Hillsborough campus.

For any Nueva student participating in social media, we encourage strict adherence to the rules and
guidelines of each site, as well as to Nueva’s guidelines for behavior. Most social media sites require
individuals to be 13 or older to create accounts, e.g., Google+ and Facebook, so please check the rules for
each site before joining and abide by them. We expect students to use appropriate language and model
ethical behavior at all times in any online use, as students are part of the Nueva community even when not
physically in school, and school guidelines regarding respectful and responsible treatment of others still
apply.

Students should understand the following principles in order to create the kind of digital footprint and
record with which they can feel comfortable. Many employers and colleges will search social media before
making hiring and admissions decisions, and it is important to remember that online actions leave a

permanent record. The following are our social media guidelines:
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* Be your best self online—post accurate information and be accountable for what you say.

*  Get your parents’ input about what information they feel should remain private and what is
acceptable to post publicly. Your parents may provide guidance and supervision of your activities
online. Please keep in mind that parents may be liable for your actions or misconduct online while
you are a minof.

* Share your account credentials and passwords with your parents (in a sealed envelope, if preferred),
so if there is an emergency, they are able to leverage social media as a way to help address the
emergency.

*  When you use social media for academic purposes, such as for a school assighment, treat the
platform as a digital extension of your classroom—the same rules apply online as they do at school.

* Take a few extra minutes to think about whether a post will be hurtful or embarrassing to you or
others or whether it could negatively affect a future opportunity.

*  While at times, it is easy to tell whether a social media use is school-related or personal, at other times,
it may be difficult to distinguish fully between different uses. Sometimes, personal social media use,
including off-hours use, may result in disruption at school and the school may need to get involved.
This could include disciplinary action such as a parent conference or suspension. It is important
to remember that school rules prohibiting certain types of communication, like bullying and
harassment, also apply to electronic communication.

* Privacy settings are automatically set by social media providers and these settings govern who can see
your posts, how information is linked, and what data of yours is available to the public. Each social
media platform has different privacy setting defaults and some change those settings without making
it obvious to you. As a user of social media, you should be informed about your accounts’ levels of
privacy, and consciously manage your privacy settings.

» Protect yourself online. Don’t post identifying information that could risk your safety or increase the
chance of identity theft. Identity theft often happens to minors who have no credit history; thieves
can easily start a history.

* Take cyberbullying and online harassment seriously. If you are being cyberbullied or harassed or hear
about/observe someone else being cyberbullied or harassed, report the behavior and get help. You
can tell a parent, school staff, another adult family member, or a trusted adult. If no adult is available
and you or someone else is in immediate danger, call 911. It is important not to respond to, retaliate,
or forward any harassing, intimidating, or bullying content. “De-friend,” block, or remove people
who send inappropriate content. It may also be a good idea to save harassing messages, as this
evidence could be important to show an adult if the behavior continues. If the behavior is school-
related, print the messages and provide them to Nueva when you report the incident.

« Nueva community members (staff, faculty, parents, students, etc.) may not create public or
password-protected pages and/or sites (outside of the Nueva website, Google Apps for Education
and Canvas platforms) representing Nueva without prior written approval from the Communications

Department. In addition, community members should refrain from tagging content with the Nueva,
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Nueva School, or the Nueva School tag without prior written approval from the Communications

Department. Contact Communications at communications@nuevaschool.org with any questions.

Data Back-Up

Students ate responsible for backing up all of the data on their school-issued laptop and/or device. Nueva
recommends students purchase an external hard drive that significantly exceeds the storage space of the
laptop’s hard drive and use Apple’s Time Machine (found in System Preferences). Backups should be done
regularly; our Technology Team recommends weekly. Students can also use their Google Apps for
Education account to back up important files using Google Drive or Google Drive for Desktops. Students
also have the option of using paid services, like Dropbox.com and Box.net, but the expense for such
services is the responsibility of the student and/or family. Losing a file or experiencing file corruption
and/or hard drive failure is not a valid excuse for not turning in homework and/or projects. Back up

trequently!

Email, Network, and Other Educational Online Accounts
Beginning in third grade, students receive Nueva email addresses and are expected to use their Nueva email

account to email their teachers and peers, and for all other school-related purposes. If students use another
account at home such as Gmail, Yahoo, or Hotmail for communication within the Nueva community, the
same rules of respect apply as if they used their school account. Using other email systems are not a way to

get around Nueva’s rules and standards for communication.

Students are responsible for their Nueva network, email, and other educational online accounts, including
but not limited to Google Apps for Education, Rosetta Stone, Canvas, etc. Students are responsible for
securing their passwords, and they must not reveal their passwords to anyone, except their parents, their

teachers, school administration, and the Technology Office staff.

The following frequently asked questions are aimed to provide essential account guidance to students.
Q: What's a secure password?

A: A secure password is one that does not contain your name, your phone number, or your birthday.
Q: What if someone asks to use my Nueva account?

A: You should not share your passwords with others (except your teachers, parents, and the Technology
Office). Accounts are considered private and are customized for you. It is sometimes difficult when
someone asks to use your account, especially if it is your friend. You are the author of anything sent using
your account. It is easier to keep your password secret than to try to prove that an inappropriate message

sent from your account “was not from me.”
Q: What if I want to use someone else’s account?

A: You are not permitted to use other Nueva accounts at any time, whether those of students or teachers.
This means that if you somehow learn someone’s password, you may not use it at any time, and you should

notify them so they can change their password.
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Q: What if I think someone has used my Nueva accounts?

A: If you think someone has used any of your Nueva accounts without your permission, please tell a
teacher or the Technology Office.

Q: Can I send chain mail?

A: You can send a personal email to someone, but forwarding a chain email to a list of people is not
permitted. Also, please exercise good judgment before hitting “Reply All.”” Does everyone really need to

see your reply?
Q: Is my email or chat session private?

A: It may seem really private, but email and video or text chat have little privacy, not only at Nueva but
also in the outside world. Anyone can forward your email or print it out, and it may lose the privacy you
had originally intended. Before you forward an email someone sends you, consider whether the words are
private and meant only for you. It is best to ask the person’s permission before you forward or re-post

anything.
Q: What online communication platforms can I use at school?

A: When you are at school, you should use your school-provided account(s), such as your Nueva email or
your Nueva Google Apps account, which are for academic purposes. Using other providers of
communication platforms (or infrastructure) to get around the rules and standards for communication is

not acceptable.
Q: What type of digital communication is not acceptable?

A: You should treat others the way others wish to be treated. Specifically, it is not acceptable to send
messages or pictures that use obscene, racist, violent, or offensive language, or any other communication
that could be considered harassing, insulting, derogatory, or hurtful to others. This is considered
cyberbullying, which Nueva takes very seriously, whether the communication is generated on or off
campus. In certain cases, it may be necessary for Nueva to report cyberbullying incidents to the proper

authorities. Unacceptable communication will be addressed through the appropriate disciplinary process.
Q: What if I receive an online communication that makes me feel unsafe?

A: If you receive or see a harassing, offensive, or insulting online communication, or someone at school
harasses you or insults you using the Internet, please tell a teacher or administrator. This can be considered
cyberbullying, and it may be necessary for Nueva to report cyberbullying incidents to the proper

authorities.

Software on the Nueva Laptop
Nueva has installed several programs on student laptops provided by the school. If Nueva students need to

download or install additional software and/or update software, please do so cautiously as the software

and/or update you install may negatively impact your Nueva laptop. Typically, first-day updates or new
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software will cause conflicts or erratic behavior with other software. Please complete necessary due
diligence in checking to make sure updates and/or new software will not conflict with existing software on
your machine. The Technology Office cannot anticipate all conflicts and/or issues with software. If the new
software and/or update conflicts with a standard piece of school-provided software, please completely
remove it (search for specific directions on how to completely uninstall the product or to undo the update).
If the student is unable to remove the software, please seck assistance from the Technology Office.

This will be our first approach as well. If the Technology Office members are unable to resolve the conflict,
they will need to reimage the laptop, unfortunately erasing all data from the laptop’s hard drive during

this process.

When installing paid applications and/or software on our Nueva laptop, document the purchase, and keep
the proof of purchase and the installation and/or activation code. They will be needed in the following year

to reload the applications.

The following frequently asked questions are aimed at providing students with additional application and
software guidance.

Q: Can 1 install anything else on my laptop, like a game I really like to play?

A: Your laptop is your school computer, designed to help you get the most out of school. Games for
entertainment or recreation are for home and not for school. Keep your academic life focused by
refraining from installing entertainment games on your laptop or playing games during class. Your fellow

students will also thank you for not distracting them in class.
Q: Can I install peer-to-peer file-sharing programs?

A: Programs like BitTorrent typically allow users to upload, download, and share copyrighted materials.
Copyright infringement is breaking the law and students your age have had to pay up to $4,000 for one
illegally downloaded song or video. The Motion Picture Association of America (MPAA) and the RIAA
(Recording Industry Association of America) have been known to sue students’ families. For this reason,
peer-to-peer file-sharing programs are strongly discouraged. You should own any music, video, or media
you put on the Nueva laptop. You do not own a song or movie if you copy it from someone else; you have
to own it yourself. Always retain a proof of purchase.

Q: Can 1 place personal media onto my Nueva laptop?

A: Before placing personal media (such as e-books, photos, videos, music, etc.) on your laptop, be strategic
about how you are using your disk space. If you overload your laptop with personal media, you may quickly
run out of space for your academic projects and assignments. Leave plenty of space for your

academic files, as they will grow over time. The more you store, the more you have to back up.

Care of Your Nueva Laptop

Laptops and the installed software are very expensive and students need to treat them that way. The laptop

you receive actually belongs to Nueva, not the student. At the same time, students take their laptops with
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them and are responsible for taking good care of it.

The following frequently asked questions are aimed providing students additional guidance on caring for

their Nueva laptops.
Q: Where can I leave my Nueva laptop?

The best place to leave your laptop is in its case. Your laptop case should be with you at all times or placed
in a locked classroom or student locker. Please do not leave it in the hallways, unlocked rooms, or
unattended, in the rain, the hot sun, on or near walkways or on or near stairs. Finally, when you pick up
your laptop case, especially when it is near other cases, please make sure the laptop case and laptop are
actually yours. Many laptop cases look alike. To help with this, you can place a keychain or decorated string
on your laptop case handle to help you distinguish your case from others. Please do not decorate your case

with ink drawings, stickers, duct tape, glitter, or glue.
Q: What is the best bag to use with my Nueva laptop?

The best bag to use with the Nueva laptop is the bag issued with the laptop. These Higher Ground bags
allow you to carry your laptop and use your laptop within the bag itself, eliminating the risk of damaging
your laptop when it is in your backpack. Middle School students are required to use the Higher Ground

cases. If an Upper School student wants to purchase a different, but comparable case, the Technology

Office recommends the Higher Ground (http://hggear.com) Flak Jacket Plus or Laptrap.

We strongly discourage students from placing their laptops into messenger bags or backpacks with laptop
sleeves. If you look at where the highest pressure points are on a backpack or messenger bag when the
laptop is in these types of cases, the highest pressure points will be on your laptop: in the center of the
laptop if you are using a messenger bag, and on the sides if you are using a backpack with a laptop sleeve.

The flimsy foam manufacturers use does not propetly protect the laptop.
Q: How can I take good care of my Nueva laptop?

A: Keep it away from food and drinks. It is easy to spill something on your laptop. Always carry your
laptop in its case with the case fully closed. Do not store anything hard in the main compartment of your
laptop bag, including pencils, candy, headphones, or USB drives. Objects such as these are frequently
responsible for cracked screens and trackpads. Use your laptop on a stable surface, not balanced on your

lap, despite its name. Accidents happen when the laptop is not placed on a stable surface.
Q: Can I personalize the laptop?

A: Your laptop belongs to Nueva and you need to return it at the end of school year in the same “like
new” condition you received it, taking into account normal wear and tear. The laptop’s exterior cannot be
personalized with stickers or writing, removing screws, or physically altered in any way. In addition,
students should never open the laptop’s bottom cover. Tampering with the bottom cover and/or keys is a

physical safety issue and will result in disciplinary action.
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Q: What happens if the laptop gets damaged?

A: If your laptop gets damaged, take it to the Technology Office right away. Nueva reserves the right to
charge your family the direct costs of repairing your laptop if you repeatedly and/or purposefully damage
it. If you notice missing keys or screws, please let the Technology Office know right away. These are easy
to repair early, but can get worse or cause more problems over time. We have a very limited supply of
loaner laptops you can use while your laptop is being serviced. Also, they are older MacBook models, so

there is a noticeable difference in performance.
Q: What happens if a laptop is lost or stolen?
A: Please contact the Technology Office at (650) 350-4545 or email techhelp@nuevaschool.otg right away,

and report where it was last seen. Families will need to fill out a police report, send the certified police
report to the Technology Office along with a written and signed letter stating what happened, when, and
details about the loss or theft, and will need to work with the Technology Office to fill out other insurance

paperwork. Nueva reserves the right to charge the family the replacement cost of a lost laptop.

Data Location Acknowledgement
In order for Nueva to continue to be able to provide your student with the most effective web-based tools

and applications for learning, we need to abide by federal regulations that require a parental approval as

outlined in Parental Responsibilities below.

The Nueva School utilizes several computer software applications and web-based services not operated by
The Nueva School, but by third parties. These include Google Apps for Education, Canvas, Rosetta Stone
Online, Typing Training, Noteflight, Raiser’s Edge, Naviance, Scratch Online, ALEKS, Khan Academy,

Nueva’s Website, and similar educational programs.

In order for our students to use these programs and services, certain personal identifying information,
generally only the student’s name and Nueva email address, must be provided to the website operator.
Under federal law, these websites require Nueva to provide parental notification and obtain parental
consent before collecting personal information from students, especially from those with students under
the age of 13.

The law permits schools such as Nueva to consent to the collection of such information (student name and
Nueva email address) on behalf of all of its students, thereby eliminating the need for individual parental

consent given directly to the website operator.

By agreeing to this Handbook, parents/guardians provide consent for Nueva to provide personal
identifying information for your student consisting of their first name, last name, email address, and
username to the following web-operators: Google Apps for Education, Canvas, Rosetta Stone Online,
Typing Training, Noteflight, Raiser’s Edge, Naviance, Scratch Online, ALEKS, Khan Academy, the Nueva
website, and to other online operators of any additional web-based educational programs and services

which Nueva may add (after performing our due diligence) during the upcoming academic year.
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