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 d.tech Community Handbook 1.01
 

 
At Design Tech High School, we are teaching students to actively participate in making the world a better 
place following the steps of: explore, create, learn.  The first step is to explore, which means you must 
engage in the world around you.  In your exploration you should be guided by empathy, which will give 
you a deep understanding of others.  After that you should create something and then learn from what 
you’ve created.  To start the process here are some of the guidelines and expectations for our first year.  
We look forward to growing together through our mistakes and successes, and fully expect to revise this 
each year.   
 
Mission: 
To create designers who will shape the future.  
 
Vision: 
Our core beliefs are: shared responsibility, relentless optimism, a design thinking mindset, and 
recognition that all students have superpowers.  These beliefs guide the culture of the school.  
  
Shared Responsibility:  In studying the leading organizations of the Silicon Valley a common theme 
emerged. In the midst of what some people describe as the most competitive area in the country, these 
organizations have developed a culture where all employees feel responsible for the success of their co-
workers.  They have done this by emphasizing collaborative processes for completing work, developing 
systems for sharing and receiving feedback, and celebrating team accomplishments.  We will build this 
shared responsibility using similar processes for both student and adult work: 
 

● We will teach both students and staff how to give and take feedback from peers and supervisors, 
emphasizing the importance of the revision process.   

● We have built time into our schedule for “Feedback Fridays,” when staff members will reflect on 
their work and the work of the students.   

● We employ design thinking, the foundation for the school’s problem-solving approach, which 
relies on building empathy, collaborating, and building on the ideas and successes of others.   

● Lastly, we will consistently celebrate group achievements over individual work. 
  
Relentless Optimism: According to Tim Brown, the CEO of IDEO, a world-renowned design firm, 
optimism is essential to innovation because breakthroughs are built on the foundational idea that no 
matter the problem, a solution can be found.  Similarly, Google looks for employees that consistently ask 
‘How can I make things better?’ (Wagner 2012).  At Design Tech High School, students and staff must 
have a firm belief that the world can get better and that they can be the ones to make it happen.   
  
                                                
1 1.0 has been informed by interactions with our community and work shared with us by East Bay School 
for Boys and Presidio Hills School 
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Design Thinking:  At d.tech, the design thinking process follows the process of explore, create, learn.  In 
exploring, students will be taught how to identify needs, empathize with others and build human-centered 
solutions.  They will also have a bias toward action, meaning that they will create and test multiple 
prototypes to learn from their creations.    
  
Student Superpowers: We believe that all students have the ability to make a unique contribution to the 
world and it’s our job as adults to help students uncover that ability.  We will help students find their 
superpower through a curriculum built on knowledge in action and extreme personalization.   
 
   
Statement on community 
The education of our students is a joint venture of family, community and school, and we see at every 
opportunity and interaction the potential for learning to happen. We believe that significant learning stems 
from healthy interpersonal interaction. Thus, at d.tech we expect all members of our community to 
embrace qualities of healthy relationships in their interactions with others; empathy, generosity, 
thoughtfulness, candor and respect provide the foundations for everything we do. If we expect our 
students to show empathy, generosity, consideration and respect towards others, parents, community 
members, faculty and staff need to model these qualities in our relationships within our community. 
 
The family and school partnership is based on open heartedness, mutual respect and investment. Family 
support of our policies and decision, and the willingness to communicate directly as concerns or questions 
arise, is of utmost importance. 
 
Design Tech High School does not exist in a vacuum.  Design Tech High School shares space with other 
high school students and will regularly engage with local businesses and community organizations We 
expect students to actively engage with the community and accept responsibility for their role as d.tech 
ambassadors.  Their actions, both positive and negative, as d.tech students reflect on the entire d.tech 
community and we expect students to be aware of this.   
 
Family Involvement 
Design Tech High School exists because of the time and effort of dedicated families, and for the school to 
be a success, we need continuous family involvement.   
 
High school is a time when our students will want and need to make their own decisions, resulting in both 
success and failures. We want our students to develop a growth mindset, which means that students are 
given the opportunity to take responsibility for their learning, experience the full range of outcomes from 
making their own decisions, and learn from those experiences. Therefore, it is important that families give 
students the space to take ownership over their learning, to continue to develop their sense of self in a 
supportive and challenging community, and to make independent decisions with the help of teachers and 
parents. It is also important that families give clear boundaries and consequences. 
 
 
Volunteering 
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There are many opportunities for parents to be involved at d.tech. All families are asked to contribute 30 
hours a year. This commitment sends a strong message of support and connection, provides avenues for 
constructive feedback to the school, and leverages our families’ expertise and connections. 
 
Volunteer opportunities may include (partial list) 

● Co-teaching or speaking to a class 
● Helping with school events (student, parent, admission and development) 
● Chaperoning and/or driving on field trips 
● Offering expert feedback to students  
● Attending admission events to promote the school 
● Aiding in maintenance of school grounds and building 
● Assisting with our school tech plan 

 
Fundraising 
Annual Fund 
All families are expected to give to the Annual Fund. The Annual Fund helps to close the gap between 
what the district covers and the actual cost of educating your child at d.tech. Each year, all families, board 
members, faculty, friends and many grandparents receive a letter asking for a tax-deductible contribution 
to the School.  In addition to providing essential revenue for the operating budget, a broadly supported 
Annual Fund also demonstrates to corporations and foundations from whom we seek funding that d.tech 
is an organization worthy of support. Because 100% participation is so important, we count on every 
family to participate, even if you can only afford a modest gift. The school publishes an Annual Report 
every year to document and thank the people who give of their time, talent and treasure to the school. 
 
Communication: 
Design Tech High School strives for an active, ongoing relationship between home and school, a 
relationship that enables us to focus on the best interests of each student. d.tech seeks a partnership with 
each student’s family based on open and respectful communication. 
 
There is a 48-hour rule at d.tech; if a family contacts the school, we will make every effort to respond 
within 48 hours. We believe that immediate and clear communication can prevent little problems from 
becoming big ones. 
 
e-communication: 
Design Tech is trying to keep its use of paper to a minimum. The school updates its website regularly to 
keep our community informed. We will also send notification to you directly of any important and/or time 
sensitive material. Since our communication is primarily through email, it is expected that 
parents/guardians keep up with reading mailings and respond in a timely manner. We will be sure to keep 
our communication thoughtful and to a minimum. 
 
Email: 
At Design Tech we have a responsibility to model the healthy use of technology.  We feel it’s important 
that families, faculty and students find space away from e-communication for our own health and 
happiness. To this end we make it a policy to refrain from the habit of checking email long after the 
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workday and while engaged in instruction.  If a parent or guardian sends an email after 5:00 p.m. on a 
weekday s/he should not expect the email to be read until the next workday.  Similarly, if a faculty 
member sends out an email after 5:00 p.m. or on the weekend he or she will not expect a response from 
families or students until the subsequent school day.   
 
 
Forms and Mailings: 
The following forms need to be filed with the Front Office 

● Acknowledgement of reading this handbook 
● Student/family Emergency Contact Information 
● The Student’s Immunization records 
● Field Trip Authorization form 
● Photo Release form 

 
 
Points of Contact at School: 
We know that in an age of cell phones, many families are used to being able to contact a family 
member whenever and wherever. A student’s focus during the school day is to work hard and 
play hard at school. As much as families can, make arrangements for pick-up, etc. before the 
student comes to school to minimize the need for communicating during the school day.  We 
also ask that parents think carefully about their messages may impact the student’s academic and 
emotional state.  In the case of an emergency please call the school office so that the message 
can be delivered in the most appropriate way. There are numerous ways for parents to communicate 
concerns, information or comments to the school. They may always contact the front office with any 
concerns about their child or with general information.  Students may also use school telephones to call a 
parent with permission from a faculty member. 
    
For academic concerns, parents may contact any teacher directly at any time. d.tech has a 48-hour rule by 
which a teacher is required to be back in touch with the parent within 48 hours of initial contact. This 
ensures that any question or concern that a parent might have about a specific class can be answered 
quickly. 
     

● If you have school policy issues, or big picture questions, please reach out to Executive Director. 
● If you have questions on discipline or student behavior please reach out to the Executive Director, 

Associate Director, or the Director of Health and Wellness 
● If you have questions about parent participation or community engagement please reach out to 

our Director of Development and Business Operations. 
 
The School Year 
 
Master Calendar 
The school maintains an Official School Calendar of school -related events on our website; any visitor to 
the website can view this calendar. 
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Progress reports: 
We believe reflection is integral to learning and positive intellectual and emotional development. To 
reflect properly, a student needs to be given the time, space and structure to explore and understand their 
own learning strengths and challenges. The student also need to be at the center of his/her learning, and 
thus we try in every part of the process to put the student at the center of our communication. As a result, 
it is typical for teachers to direct a student to share with their family how they are doing and for a student 
to narrate their own learning experiences. Parents will receive student-created, written progress reports at 
the end of most weeks. The teachers will send out a teacher-generated progress report every 6 weeks. 
 
If, however you would like to discuss anything pertinent to your child’s experience, please contact the 
teacher directly. 
 
Arrival and Dismissal 
Doors open at 8.00 am. Classes begin at 8.30 a.m. We ask that student’s arrive by 8.20 a.m. so they have 
time to get organized before classes begin.  Monday-Thursday the school day ends at 3:45.  On Friday the 
school day ends at 12:10.  In our roles as guests on the campus, students are not permitted to hang out on 
parts of the campus not associated with d.tech high school before and after school without school 
permission.   
 
Drop Off and Pick Up 
Students should be dropped off and picked up in the main parking lot and the front of the school.  
Extremely limited parking is available in the area near the d.tech entrance.  This area should not be used 
for student drop off and pick up. 
 
Attendance 
All days that school is in session are required for students to attend. Parents must telephone the Front 
Office by 8.45 a.m. each day a child is absent unless the student has already notified the office staff. 
 
 
Off Campus Permission 
A student may not leave school during the school day without a permit to leave form.  Students with 
permission to leave should leave immediately upon dismissal. 
 
Carpooling and Public Transportation 
All families are encouraged to arrange carpooling whenever possible. For major events, please organize 
carpools to minimize the number of cars requiring parking.  Students and families are also encouraged to 
take advantage of the school’s proximity to the CalTrain and BART station whenever possible.   
 
Student Life 
 
Freedom, Responsibility, Integrity 
Freedom, Responsibility, and Integrity are pillars of a positive culture.  When giving people freedom they 
must take responsibility for themselves and others, and always act with integrity.  We acknowledge that 
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people make mistakes and we can learn from many of them together.  We also expect a lot from our 
students and will give them considerable freedom.  For this to hold true, all members of the community 
must always be honest in all their behaviors and actions.  This is particularly true in the academic arena.  
There may be times when students will be tempted to take a short cut by cheating, but this is 
unacceptable.  During every academic task there are three things being tested, the knowledge and skills of 
the material and the student’s character.  Students may not always pass the test of knowledge, but they 
can always pass the test of character.  When students do not take responsibility and act with integrity, they 
will lose some amount of freedom.   
 
Empathy 
Our student behavior guidelines are based on empathy.  Every action has an impact on another member of 
the community.  This ranges from showing up to school late, distracting others during class, disrespecting 
the property of the school, and using hurtful language and actions.  Consequences will based on 
rebuilding the trust and respect of others.  In severe cases students will need to be removed from the 
school community.   
 
We must also be aware that we are guests on the Mills High School campus and all students are expected 
to respect all school property and all adults on campus.  Design Tech students are expected to respond 
respectfully to all adults on campus. 
 
Student ID’s 
Design Tech students will be provided student ID’s and are expected to carry them at all times.  
Replacement ID’s will be provided for a $5.00 fee.   
 
 
Cell Phones 
 
A cell phone can be a powerful and helpful tool for students during the school day. Students should bring 
their phones to school if they have them. They will be encouraged to use them for photography, 
scheduling, notes, reference and communication, when appropriate. As with every tool, phones must be 
used thoughtfully during the school day. We encourage students to engage in mindful connectivity. 
Phones should be used for academic purposes or essential, urgent communications with family. During 
breaks and lunch times, students may use their phones to socialize, surf the web, listen to music and other 
non-academic activities, keeping in mind that electronics can be an impediment to interpersonal activity 
and students should strive for interpersonal interaction.  Should a student use their phone inappropriately, 
it may be held at the front office until the end of the day. 
 
 
Dress Code 
There is no uniform dress at Design Tech. However, students are expected to be neat and clean and to use 
their good judgment in matters of dress. Casual dress is acceptable, but students should be mindful of the 
academic nature of the environment. Shoes and shirts must be worn at all times. Clothes displaying 
images and/or text related to violence, drugs and alcohol are inappropriate for school, and the student will 
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be asked to cover it with another piece of clothing or parents/guardians will be called to bring another 
item for the student to wear.  
 
We do not have a school uniform because the school believes it is important for our students to learn how 
to make good choices in presenting themselves. Students should dress for school in appropriate attire. 
Being a student is a job, and it is important to dress in attire that provides comfort, that shows care, and is 
appropriate for the work at hand. Student clothing should be clean and without rips as much as possible. 
 
Lost and Found 
We have a “lost and found” at the school and students will be responsible for checking for lost items 
there. Students will also be asked to go through the lost and found periodically to organize it and empty it 
out. Items in the lost and found for more than a month will be donated. 
 
Money and Valuables 
Students are asked to refrain from bringing valuables to school, including electronic toys and devices such 
as games, TV’s, etc. Bringing any amount of money, above what might be needed for that day's expenses, 
is strongly discouraged.  The rule also applies to off campus field trips unless specifically addressed by a 
teacher. 
 
Telephone Calls and Messages 
Except in cases of emergency, calling the school phone to leave a message for your child is discouraged. 
We highly encourage you not to text your child during the day, as students will be busy with schoolwork 
and texts have an impact on student performance. If it is an emergency, please call the front office, so that 
we can support the student in dealing with the emergency. 
 
 
Technology Guidelines: 
Families completed an Acceptable Use agreement that defines proper use of technology for students. All 
students and parents must read and sign the document at the beginning of the year. We expect to learn 
along with our students and families how best to use technology for learning and may make changes 
through the year, which will be communicated to all students and families.   
 
Tobacco, Alcohol, and other Drugs 
Students are not permitted to have or use tobacco, alcohol or other drugs; we have a zero-tolerance policy. 
It is our responsibility to provide a safe place for all students, and we will not risk activities that 
jeopardize safety. If a student is found using tobacco, alcohol or drugs, the first incident will be dealt with 
as a serious health issue. Parents will be called for a conference. If drugs are involved, a complete medical 
and drug evaluation will be conducted, and counseling of the student will be required.  The school 
reserves the right to dismiss a student with the first incident; however, a second incident will result in 
immediate dismissal. The only exception to this model involves any student selling drugs to another 
person in the community; that student will be dismissed immediately. 
 
Nutrition and Wellness 
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Students will have the opportunity to purchase lunch from the cafeteria at Mills High School.  Students 
are also welcome to bring their own food and drink for the day.  We encourage students to bring a healthy 
lunch and snacks.  We discourage energy drinks and designer coffee drinks.  The caffeine levels do not 
always support a productive learning environment.  Small snacks and drinks are allowable with staff 
permission.    
 
Visitors 
All visitors to the school must check in with the Front Office. To avoid disruptions to the academic 
program and to ensure safety for the students, we ask that parents/guardians and visitors not enter the 
classroom during the school day without previously checking with the teacher. 
 


