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Trying to codify the job description of computer coordinator at a school is as challenging as the
job itself. Partly one needs to be a maintenance person, constantly fixing things, étaetly

needs to be a librarian subscribing, keeping track, labeling gadiaing.Without question, one
needs to be an agitator/proselytjzempting and enticing faculty colleagues to try new software
and newWeb sites and new approach&ken of course, one needs to be both doctor and
counselortrying to fix files and disks while advising some people phlegmatically that this lesson
will help them realize that backups are more important than condoms.

And yet none of these roles is as as stressful as the need to be a constant, relentless learner
computer teacher at one school likened this role to having to learn a new musical instrument
every monthThe technology changes never evidu do your best to jump onto each passing
train, knowing that unless you tryou are way behindnd even when you succeed, you are still
behind, but at least it feels like you are in the right direction. Ultimatedy it is the role of
self-hypnosis that is the most challenging N convincing yourself that you are keeping up with
things!
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E-Mail Etiquette for FacStaff

MJ Quigley (revised 2/22/03)

These are the most common issues of e-mail etiquette that appear to be on the minds of
faculty and staff. Hopefully you will find this information helpful. As time goes on, I will
update this page with current concerns and questions.

* E-Mail is a complicated way to convey Privatelrhoughts (4/22/03) When sending an e-

mail, keep in mind that the information in the e-mail could become public if the receiver chooses
to forward, print, or share the informatidrhere are many ways that information, intended to be
private, becomes publialthough | am being facetious, think of what would happen if some of
your e-mails landed on the front page of the N@nk Times.

* Headlines vs FacStaff (ML) (12/7/02) Reminder to please use Headlines conference more
often than FacSth{ML). We should try to use FacStéML) for announcements that contain
information essential for everyone to hA&AP. Please use mailing lists for info of significance
to a select group of people

* Allowing Time for Responses Keep in mind we all check our e-mail on a regular basis but
not all day long. It is unfair to expect e-mail responses to anything within 24 hours. If you do
need an immediate response, please follow up in person.

* Is E-Mail the Best Method? There are certain exchanges that happen amongst us that
because of the topic or emotion would be better shared via voice mail or over a cdpeoincof
the Gordon Room.

* E-Mail and General Discretion This means that when you are sharing some sensitive or
confidential information about an individual or a situation, it is usually best to share with 1 or 2
people rather than a group or mailing list.

* Reply Preference This refers to those times when you try to respond to one person and your
semiprivate conversation or observation goes to an entire mailinghistmeans that when you
choose Replycheck that the mailing list is not in the CKo. fix this problem on GatorNet,

choose Preferences under the Edit menu and then click on the Messaging tab. Make sure that
Reply says Reply Sender and Aotomatic.
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* Cluster Web PagesK-12 teachers at Chapin can create and maintain cl¥sfepages as
long as they conform to the standard look, focus on curriculum content/links and avoid student
names or pictures (except on password protected sections)

* E-mail Protocol (2/22/03)The Chapin e-mail system, either Fac/StafHeadlines, is not
intended for personal use or for the purpose of editorializing on a particular point oPlease

use Headlines for announcing events that you believe are of general interest to our faculty and
staf.

The Last Boy Scout Motto (Concofgtademy)

When asked which movie would describe him best, Kevin Gamble, formerly of the Boston
Celtics, responded wiffihe Last Boy Scout.

. S : 3L
TRUSTWORTHY : You must respect copyright laws. No copying of software permitted. No use
of illegal, pirated or bootleg software. If you ditlh@y it and dort®@wn it, then it is possibleNif
not likelyNthat you are using illegal software.
LOYAL: Save your work faithfully onto your own disk every 10-15 minutesn8tsave onto
the master disk¥ou must have your own storage disks when you work, preferablyrtwocan
purchase disks and disk boxes from the ligrbopkstore or computer room.
HELPFUL: Please help clean up the computer room and help each®ithez printersNlike
potsNrarely work faster when watched, it would be helpful if you look around the room and
clean up any mess you see while printifiganks.
FRIENDLY: Do not alter any of the control panel, clock, desktop settings, fonts, desktop
accessories, cables, disk drives, etc. without explicit permission; play with these features on your
own computers, not the schanlOtherwise, the next user can easily get frustrated by the
consequences of your playing.
COURTEOUS: Please return all software to its proper location afterXme&may not remove
any disks from the computer room or library without explicit permission.
KIND: Do not crank the printer when the power is on; always crank the faieard with the
power of. Position the perforation directly under the metalliforeyou turn on the printeffo
get your paper out, push SELEGD that the green light goes,qgdush FORM FEED to eject,
then turn the SELECTight back on, setting the printer for the next user
OBEDIENT: Backup your files and disk regularly; obey this rule and you will avoid electronic
agony You can backup entire disks or useV&AAS (Mac) to make document copies.
CHEERFUL: Using the computers here at @&Aa privilegenot a right; please be of good
cheer when asked to help clean up.
THRIFTY : Please put usable scrap paper in the designated box and recycle other paper
BRAVE: Try reading the manual every now and then when stuck!
CLEAN: No food or drinks whatsoever allowed in the computer room.
REVERENT: No obscenities about these rules in public, please.
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Class 6 Laptop Immersion Pogram (Chapin)

proposal Fall 2002/Spring 2003
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Philosophy (part of the NYSAISTechVision Statement)

The metaphor of computer as pencil provides an insight into the important question of
why technology integration throughout the classroom matters. Perhaps one of the most
significant inventions of all times, the computer is fundamentally an intellectual tool for
information, communication, problem-solving, and creativity projects. From a practical point of
view, technology integration enhances the curriculum, enabling any course in 2003 to be a richer
learning experience than it was in 1983. From a philosophical point of téelanology
integration provides the means for a school to appropriate computer tools so that students build
skills and see teachers as role models in every academic discipline. Since virtually every job in
the 21st century is now computer related, the more tech skills we build in our Chapin girls the
better equipped they will be as they become adults. Computer classes alone provide narrow
artificial, almost provincial, environments for the computer as perethnology integration
provides rich, content-based, practical, stimulating environments for the computer as\pencil.
finally, it needs to be said that technology integration is good for teachers; it becomes one more
way for teachers to grow as professionals, be creative, enhance their curriculum, address multiple
learning styles and excite and engage students intellectually

Guidelines

1) Laptops for all grade 6 girls starting Fall 2003

2) All laptops will be owned by Chapin school

3) Several training options will be presented to grade 6 teachers from March to September

4) Each grade 6 teacher will be asked to choose 1 of the various options to Ocomplete the
programO

5) A list of proficiency skills for Laptogeachers will be produced by end of March vacation

6) The tech department budget will cover the acquisition of 60 laptops, batteries, etc.

7) September will be used as a transition month and month of preparation (e.g. in the Class 6
Computer Course, the girls would be exposed to tech skills galore with laptop troubleshooting)
8) One person in the tech department would have the position of Laptop Curriculum
Coordinator; this would be a teacheot a tech only person

9) Built into the schedule for next year would be the opportunity for all grade 6 laptop teachers to
get together once a week or biweekly; due to practical considerations, there might be two laptop
periods so that teachers could attend one or the other

10) Projectors would be provided to many of the laptops classrooms, but there would also be
some floaters

11) The grade 6 computer curriculum would change fiwoe Basic to OComputer Proficiency
Laptop SkillsO
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