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Foreword

The Board of Education of the Lyons Central School District has committed itself to ensuring that each student will be:

1. A Self Directed Learner

2. A Critical Thinker and Problem Solver

3. Academically Proficient

4. A Responsible Citizen

5. An Effective Communicator

In order to ensure that each student graduates with the information and skills needed to exist in a technologically advanced society, the Board of Education recognizes the need to integrate technology throughout students’ educational experiences.  The Board of Education’s commitment to providing updated and accessible technology is essential not only for a strong technology program but for a comprehensive education that incorporates technology throughout.

In terms of technological growth, our school district can be proud of the progress made over the past ten years.  It is only with the continued support of the Board of Education that we will continue forward movement.
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Methodology & Current Status 

the Technology Committee met to review our past Technology plan.  Many of the goals from our previous plan had been attained while others were ongoing and have become part of this plan.  Furthermore, with changing technologies some new goals have been added.

Since the last Plan was adopted three years ago Lyons School District has made significant gains in technology.

The District now has its’ own external Community TV channel which is shared with eleven other school Districts.  In addition to this the District also has an internal TV channel for broadcasting school news at the Middle/High School.  A Broadcasting/Journalism class produces live school news to this channel which can be viewed during the day on Television sets located in halls throughout the building. This year the District has implemented a new mass communication system that can be used by Administrators to inform parents of emergency closings, school news and other important school events.  This communication system can send messages via telephone and or email.  The system also informs the District of non-working phone numbers enabling the District to maintain more accurate student information.  

The school implemented an automated Lunch Program last year.  Students order lunch using a pin number.  This system also tracks critical student information for the District.

The District with BOCES assistance continues to add and modify additional student tracking information systems to comply with State Ed requirements.

The District now has wireless carts, one for each building level.   

The Junior/Senior High School has the following technology:

· MST lab (23 computers)

· Cad lab
(17 computers)

· PC lab (28 computers)

· Business/ Art Lab (23+ 9 computers)

· Library Lab (14 computers)

· All District file servers (4 )

· Laptops for staff (6)

· 9 digital cameras

· 3 camcorders
· 17 projectors

· Each classroom has 6 network drops

· At least 1 computer workstation

· HS Resource room has a mini lab (6 computers)

· MS Resource room has 1 computer and 1 laptop, 2 SmartBoards
· 6 portables SmartBoards,  6 mounted
· 7 scanners

The Elementary School

· 1 wireless laptop cart house in Elementary Library

· Computer lab (23computers) PCs 

· Second computer lab  (20 workstations)

· All classroom teachers and support staff have a pc workstation

· 6 network drops per classroom

· Grades 4-6 have one pc for student use.

· Primary grades K-3 have PCs &Apple  MAC work centers in

· 6 Digital Cameras
· 2 camcorders
· 6 projectors

· 1 Laptops 

· 2 scanners

Out of School Suspension Facilities – 

10 Computers on a separate network

Bus facilities 

 Workstations with wireless access to School Network & student records database system

District Wide 

· All buildings are networked 

· Computer Coordinator 

· Network Administrator

.

Objective 1:

 Use telecommunications and information technology to improve education and library services.

Goals:

1. Improving student access to technology.

2. Increasing integration of technology with curriculum to meet NY State Standards/ 21st Century Technology Skills
3. Use data analysis tools to improve students performance.

4. Develop & Update  Technology Curriculum Objectives for all grade levels
5. Educate students on Internet safety

Steps for Objective 1:

	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	2010-2013
	More access to computer technology for educational purposes.


	Computer(s) in all instructional classrooms for immediate researching, Computers for Classroom Centers in K-6 for integration of curriculum. Centrally located labs

Mobile laptops for classroom use

Promote student awareness of new & existing programs such as Project Lead the Way
	Technical support to set up computers and software.

Librarians training students to research databases.


	Most recent computers in labs and libraries.

Maintenance of any Lab Carts for each building High School,

Elementary and Middle School.


	Technology Committee, Librarians, Technical support, Elementary Computer Teacher, and Technology Teacher, Guidance


	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	2010-2013
	Continue analysis and selection of appropriate Educational Software,

BOCES COSER research Databases,
Subscription for databases, teacher web based tools (web pages, quizzes)


	Research web based technology integrated lessons (free & subscribed)


	Teachers review software to determine for possible integration..    

Curriculum coordinator evaluates software.

Technical support evaluates compatibility with platforms.


	District continuing to use new software to meet students’ educational needs.
	Curriculum coordinator, Technology Coordinator, Technology Committee

	2010-2013
	More curriculum integration  utilizing  current peripheral technologies

(digital cameras, scanners, smart boards, video cameras, document cameras, senteos, airliners) 


	Centrally located.

Procedures and Policies in place for any equipment that will be loaned.

	Backup personnel to assist in lending out equipment and assisting staff with usage, troubleshooting.
	Review records of equipment loan to determine availability and usage.
	Technology Coordinator, Library media staff, Lab teachers

.

	Ongoing
	District Policies and Procedures in place for  student access technologies 
	Update existing policies and procedures and establish any new ones as needed by the District. 
	BOCES, Other school Districts
	Policies and procedures updated and added
	Technology Committee


	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	2010-2013
	Data Integration Coach will work with staff to analyze data for improving instruction.
	Work with CDEP Plan to evaluate State test scores to determine areas of need.

Use data reporting tools such as, Data mentor, nySTART, BOCES, Cognos.
Web based tools such as School Island, Quia, Quiz lab and  Study Island.

Senteo Assessment Devices.
	Training on data assessment tools
	Improved student performance
	Data Integration Coach & Teachers


	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	Ongoing
	Update the computer curriculum objectives as needed  
	Review objectives
	Requests by Staff
	Documentation of Objectives
	Tech. Committee

Computer Coordinator


	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	2010-2013
	Develop/Purchase and implement a Internet Safety Curriculum

Community outreach information for parent/guardians
	Research available curriculums

Determine staff responsibilities

	Grants
Technology Budget 

National Center for Missing and Exploited Children other available resources
	Plan in place 
	Director of Safety & Security, Technology Committee, Safety Committee, Administrators, Instructional staff 


Objective 2:

Implement a Professional Development Plan for learning new and existing technologies. 
Goals:

1. Provide an opportunity for  self assessment of  technical skills to increase technology integration
2. Provide teachers with the opportunity for technology training and curriculum integration.

3. Provide support and incentives to teachers for learning new technologies.

4. Encourage incentives for those teachers who wish to do more with technology.

Steps for Objective 2:
	Timeline
	Solutions
	Strategies/Steps
	Training Needed/Support
	Update/Evidence
	Person(s) Responsible

	Ongoing
	Develop a technology proficiency level that all staff should meet
	-Provide self assessment tool

Teacher Uses self assessment tool for goal setting


	Technology Committee will provide a plan and support.
	Guideline for the District by end of school year 
	Technology Committee

	Ongoing
	Offer technology training
	In-house

BOCES

Teacher Resource Center 

Atomic learning
	Technology Committee
	Superintendent’s Conference days, after school training,

BOCES training

PDP Timekeeper
	Technology Coordinator. Administrators,



	Ongoing
	Compensation for Training
	- Release time

- Finance Compensation

- Professional Development Hours

Technology Hardware
	Mentor teachers in the District
	Business Office Records, PDP Timkeeper
	District

	Ongoing
	Continue to utilize technology support staff and develop other backup staff
	Every skilled technology trainer should train a staff member and this should be indicated on the technical skills list.
	Training time
	Additional staff assisting the District,
	Technology Committee and current District Technology trainers.



	
	Find programs that provide technology equipment for instructional use

Consult with Grant writer
	Make staff aware of Programs such as, TRC minigrants, nycate technology grant, LEEF 
	Grant searches, grant writer
	Awarded Grants
	Teachers and Grant writers.

	Ongoing
	Continue to incorporate technology goals into overall teacher goals
	- Goal setting with principals/administration

- Teacher incorporate a technology goal into PDP
	-Administrative support/ time during   

-Superintendent Conference Days or training
	-Professional Development Plans

-Technology Training during Superintendent Days


	Technology Committee

	Ongoing
	Continue to improve and add student tracking data for District 
	- AIS Edge web-based program for tracking AIS students

- Data Warehouse
	Available time for staff training such as Superintendent’s

Conference Days 
	-AIS Edge implemented and used by the District

-Data warehouse used by District 
	Technology Coordinator, Curriculum Coordinator


Objective 3:   Assess the School District’s telecommunication services, hardware, software, and other services that will be needed to improve education or library services;

Goals:

1. Review switch configuration for internet access including email

2. Review and ensure that instructional software and educational web based sites needed for curriculum instruction are supported by the existing Districts hardware and operating systems.

3. Assess facilities for Technological growth

4. Review and update the Districts electronic communication systems.

5. Review peripheral inventory including classroom projectors add, replenish, or repair as needed

6. Review District printer/copier  requirements

7. Review and update the Districts computerized security systems 

8. Review District policies and procedures 

9. Review BOCES Bandwidth Manager for internet acess

10. Resolve video streaming bottleneck over network

11. Examine converting to Microsoft platform /MS server 

12.  Implement new student information system for District

Steps for Objective 3:
	Time line
	Solutions
	Strategies/Steps
	Training Needed/

Support
	Update/

Evidence
	Person(s) 

Responsible

	2010-2011
	BOCES reviews
	Contact BOCES
	none
	Faster access
	Network Administrator


	Time line
	Solutions
	Strategies/Steps
	Training Needed/

Support
	Update/

Evidence
	Person(s) 

Responsible

	Ongoing
	Ensure that Districts operating systems and hardware support instructional software 
	-Verify that new software specs and web sites comply with District operating systems/ hardware.

-Develop a plan to accommodate for this growth i.e. MS Office 2007
	Technology Coordinator

Network Administrator
	Software/ web sites able to run on District hardware.
	Technology Coordinator

Network Administrator,

Technology Committee

	Ongoing
	Maintain hardware inventory for District.

Maintain Software inventory for the District and system requirements
	Maintain electronic records and use electronic resources for gathering data.
	BOCES 

Software inventory
	Records maintained by Technology
	Technology Coordinator and Network Administrator


	Timeline
	Solutions
	Strategies/Steps
	Training Needed/

Support
	Update/

Evidence
	Person(s) 

Responsible

	Ongoing


	Assess room infrastructure & technology demand on a as needed basis
	BOCES, Administrators to determine plans

Evaluate other schools facilities
	
	
	Admin.

Computer Coordinator

Network Admin

Tech Committee

	Ongoing
	Examine network infrastructure and update as needed
	Meet with BOCES to determine needs analysis
	BOCES network staff
	Servers and network working efficiently
	Computer Coordinator

Network Administrator

	2011-ongoing
	-Investigate student email 
-Investigate using student information system for parental communications
-New Student Management system reports all grading for parent review on web
	Implement Infinite Campus new student Information system 
	Administrators

Teachers trained on reporting grades
Support Staff

Web Master

BOCES
	Improved District communications to parents/students


	Computer Coordinator, Network Administrator



	Ongoing
	Replace peripheral equipment  such as projectors, cameras as needed 


	Include in budget
	Technology Committee, Business Manager
	Repair records and new purchases of equipment.
	Technology Committee

	Ongoing
	Update/replace as needed
	-Work on resolving issues with equipment
 
	Facilities, Network Administrator, Tech Coordinator, Vendors

Business Manager
	Upgrades/new systems
	Business Manager, Tech Coordinator, Network Administrator

	2010-2011
	Review Vision software to monitor workstations in labs & for instructional purposes
	Order software
	Lab staff , Librarian
	Monitoring students
	

	Ongoing 
	Review & update email policy for students
	Review what other schools are doing & using
Determine what grades to pilot system

Otain Admin, Bd approval, parental.
	
	Documented in Technology Plan, Teacher handbooks, Student handbooks, 
	Technology Committee,

Technology Coordinator and Network Administrator


Objective 4: Providing for a budget to obtain and maintain hardware, software, professional development and other services
Technology Budget

Contact Business Office
Objective 5:  Evaluate and monitor the progress toward ‘Objective goals’ and make mid-course corrections in response to new developments and opportunities as they arise.

Goals:
1. Determine if each Technology goal has been met and revise accordingly by reviewing ‘Update and Evidence’ in Technology Plan

2. Review Plan on a yearly basis with Technology Committee & update as necessary
3. Asses Student’s technological skills (all grades) and if they are using technology independently for course work (grades 11 & 12)
	Timeline
	Solutions
	Strategies/Steps
	Training Needed/

Support
	Update/

Evidence
	Person(s) 

Responsible

	Ongoing


	Revision & Implementation  of  District’s K-12 

Technology curriculum
	Investigate other schools technology curriculum

Update technology curriculum as needed

Elementary evaluation of curricular alignment 

MS – 8th grade (MST) evaluate curricular alignment

HS – 11th grade (EIP) evaluate curricular alignment

Review curricular alignment for MS/HS

-Increased integration where feasible into curriculum instruction
	Technology Committee supports building curriculum efforts focusing on technology integration
	-Utilization of Technology curriculum          -Students will demonstrate the use of technology in their benchmark presentations

and at  grade levels
	Technology Committee

Teaching Staff

	2011-13

	Evaluate student technology skills 
	Students will be evaluated before & after grade levels to determine if curriculum objectives have been met.
	Clear expectations of curriculum outcomes at each grade level
	Students will improve technical skills
	Building Principals

	
	Evaluate student applying technology
	-Seniors take a Self Assessment survey indicating their use & proficiency using technological tools in course work & other school activities

Refer to students portfolios to assess technology integration.

- Investigate electronic portfolio for seniors

Expand electronic portfolio for other grade levels
	
	
	


Internet Safety Policy

For

Lyons Central School District

Introduction


It is the policy of Lyons Central School to:  (a) prevent access over its computer network to, or transmission of, inappropriate material via Internet, electronic mail, or other forms of direct electronic communications; (b) prevent unauthorized access and other unlawful online activity; (c) prevent unauthorized online disclosure, use or dissemination of personal identification information of minors; and (d) comply with the Children’s Internet Protection Act [Pub. L. No. 106-554 and 47 USC 254 (h)].
Definitions

Key terms are as defined in the Children’s Internet Protection Act*
Access to Inappropriate Material


To the extent practical, technology protection measures (or “Internet filters”) shall be used to block or filter Internet, or other forms of electronic communications, access to inappropriate information.


Specifically, as required by the Childtrn’s Internet Protection Act, blocking shall be applied to visual depictions of material deemed obscene or child pornography, or to any material deemed harmful to minors.


Subject to staff supervision, technology protection measures may be disabled or, in the case of minors, minimized only for bona fide research or other lawful purposes.


Inappropriate Network Usage

To the extent practical steps shall be taken to promote the safety and security of users of the Lyons Central School District online computer network when using electronic mail, chat rooms, instant messaging, and other forms of direct electronic communications.

Specifically, as required by the Children’s Internet Protection Act, prevention of inappropriate network usage includes: (a) unauthorized access, including so-called ‘hacking’ and other unlawful activities; and (b) unauthorized disclosure, use, and dissemination of personal identification information regarding monors.


Education, Supervision and Monitoring


It shall be the responsibility of all members of the Lyons Central  School staff to educate, supervise and monitor appropriate usage of the online computer network and access to the Internet in accordance with this policy, the Children’s Internet Protection Act, the Neighborhood  Children’s Internet Protection Act, and the Protecting Children in the 21st Century Act.

Procedures for the disabling or otherwise modifying any technology protection measures shall be the responsibility of  the District Superintendent or designated representative.
Adoption
The Internet Safety Policy was adopted by the board of Lyons Central School at a public meeting, following public notice, on 

Month, Day2009
Appendix

Appendix A.
Internet Usage

1. 
Internet access has been established for educational purposes only, which include classroom activities, career development, and educational research projects consistent with Lyons Central School District policy.


2. 
Students may not use the Internet for commercial purposes. Students may not offer, provide or purchase products or services through the Internet.


3. 
Students may not use the Internet for e-mail purposes unless it involves an educational project. The District has one generic email account available for all student use which is controlled by the lab assistant.


4. 
Access to the Internet and to district computer technology is not a right but a privilege and unacceptable usage will result in revoking this privilege.

Lyons Central School District

Student Acceptable Use Policy 

for Technology

Overview


With Computer Technology comes an electronic network that provides vast, diverse and unique resources. Our goal is to provide teachers, staff, and students with up-to-date computer technology including access to the Internet. We believe however, that the use of this technology within the Lyons School District is a privilege, not a right, and that certain guidelines must be adhered to.

Guidelines

A. 
Educational Purpose


1. 
Internet access has been established for educational purposes only, which include classroom activities, career development, and educational projects consistent with Lyons Central School district policy.


2. 
Students are expected to follow the rules set forth in the Lyons MS/SR. High School Student Handbook/or Elementary building policies that may apply to the use of computer technology.


3. 
Students may not use the Internet for commercial purposes. Students may not offer, provide, or purchase products or services through the Internet.


4. 
Students may not use the Internet for e-mail purposes unless it is involving an educational project and under the supervision of the lab assistant.

B. 
Student Access.


1. 
All students will have access to the Internet World Wide Web information resources wherever available. Students in grades K-12 using the Internet will be under adult supervision.

2. All students will have access to District computer technology.

3. Access to the Internet and to district computer technology is not a right but a privilege and unacceptable usage will result in revoking this privilege.

4. Students will have e-mail access only under adult supervision using one generic student account..

5. Students will be trained in safety and “etiquette “in the use of the Internet 
6. Students should be familiar with Technology school/student copyright practices.

7. Graduating/Transferring students may make a copy of their work on the school server account prior to their departure.  The District is not responsible for transmitting any of this data for the student once they have left the District.  Their server accounts will be eliminated after they have left the District.

C. Student Multimedia Presentations

1. Students’ multi media presentations (video/ still pictures and or power point)   that are to be viewed in a public forum must first be reviewed by an Administrator and have written approval before the student is allowed to do the presentation.

. 

D. Use of Non District software or non educational downloads  is not permitted 

E. Use of Non District technology equipment in the District  is not permitted
1.  Students are not allowed to bring/use personal technology equipment in the District.  The school will not set up Internet access/server accounts for use on personal laptops.
F.. 
Unacceptable Uses


1. 
E-mail and the Internet



a. 
Students will not post personal contact information about themselves or other people. Personal contact includes information regarding home addresses, telephone, school address, work address, etc.



b. 
Students will not agree to meet with somebody they have met on-line.



c. 
Students will promptly disclose to their teacher or other school employee any message they receive that is inappropriate or makes them feel uncomfortable.



d.        Students will not access remote proxy servers to get out on the Internet other than the District network.

e.
Use of Non District software or non educational download are not permitted 

f.  
Students are not permitted to access social networking sites.


2. 
Software



a. 
Students will not download software from the Internet.



b. 
Students will not make illegal copies of District software. 





When software is purchased it is licensed for a particular computer or group of computers. To use software in a manner that is not in compliance with the software license is an infringement of copyright laws.



c. 
Students will not load software from flash drives, CD-ROM, or external hard drives on to District Computers.


3.
 Illegal Activities



a. 
Students will not attempt to gain unauthorized access to any other computer systems through the Internet access, or go beyond authorized access. This includes attempting to log in through another person’s account or access another person’s files. These actions are illegal, even if only for the purposes of “browsing “.



b. 
Students will not make deliberate attempts to disrupt the computer system or destroy data by spreading computer viruses or by any other means. These actions are illegal.



c. 
Students will not use the Internet to engage in any other illegal act, such as arranging for the sale or purchase of illegal drugs which includes alcohol and 





cigarettes, engaging in criminal gang activity, or threatening the safety of person[s], etc.


4. 
System Security



a.
Students are responsible for their individual accounts and should take all reasonable precautions to prevent others from accessing their password.



b. 
Students will immediately notify an administrator or the technology coordinator if they have identified a possible security problem.



c. 
If a security problem is detected by a student, that student will not identify this problem to anyone other than those specified above.



d. 
Students will avoid the inadvertent spread of computer viruses by following the Lyons School District virus protection procedures.



e. 
Any other user identified as a security risk may be denied access.


5. 
Inappropriate Language

a. Students will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or disrespectful language on the computer.

b. Students will not post information that could cause damage or danger of disruption to the computer network.



c. 
Students will not engage in personal attacks, including those that are prejudicial or discriminatory.



d. 
Students will not harass another person. Harassment is persistently acting in a manner that distresses or annoys another person. If a student is told by a person to stop sending them messages, the student will do so.



e. 
Students will not knowingly or recklessly post or defamatory information about a person or organization.


6. 
Respecting Resource Limits



a. 
Students will use the system only for educational and career development activities.

b.       Students will not download files to the computer unless approved by a supervising adult.



c. 
Time allocation is set for each student by attending supervisor.


7. 
Plagiarism and Copyright Infringement



a. 
Students will not plagiarize works on the Internet. Plagiarism is taking the ideas or writings of others and presenting them as if they were theirs.



b. 
Students will respect the rights of copyright owners. Copyright infringement occurs when someone inappropriately reproduces a work that is protected by a copyright. If a work contains language that specifies appropriate use of that work, students should follow the expressed requirements. If students are unsure whether or not work can be used, consult with a teacher or librarian.


8. 
Access to Inappropriate Material



a. 
Students will not use the Internet or any other computer technology to access material that is pornographic or obscene. Students will not access material that advocated illegal acts, violence or discrimination towards other people.



b.
 If a student mistakenly, accesses inappropriate information, that student should immediately tell a teacher, administrator or technology coordinator. This will be documented and will protect the student against a claim that student has intentionally violated this policy. However, if a student repeatedly accesses inappropriate information, a review will be done to determine if access was truly accidental.



c. 
If there is material that a parent feels inappropriate for their child to use, the Lyons School District fully expects that the student will follow their parent’s instructions in this matter.

G. 
Students rights


1. 
Free speech

Technology communication is considered a limited forum, similar to the school newspaper and the Lyons school District may restrict student’s speech for valid educational reasons.

2. Search and Seizure



a. 
Students should expect only limited privacy in the contents of their personal files on the Lyons School District system. Data is the property of Lyons Central School District. Teachers, administrators and the technology coordinator will have access to all student files on the Lyons School District’s instructional network. This excludes administrator’s files pertaining to the student’s personal information.



b.
Routine maintenance and monitoring of the Lyons School District’s networks may lead to discovery that a student has violated this policy, as stated in the Student Handbook, or the law.



c. 
An individual search will be conducted if there is reasonable suspicion that a student has violated the Student Acceptable Use Policy for Technology, Student Handbook, or the law.



d. 
Parents have the right at any time to request to see the contents of their child’s account.



e. 
Network storage areas may be treated like school lockers. Network administrators may review files and communications to maintain system integrity and insure that users are using the systems responsibly. Users should not expect that files stored on district servers will always be private.


3. 
Due Process



a. 
The Lyons School District will cooperate fully with local, state, or federal officials in any investigation related to any illegal activities conducted through the Internet or the Lyons School District Network[s].



b. 
In the event there is a claim that a student has violated this policy in the use of  computer technology, the student will be provided with the written notice of the suspected violation and an opportunity to be heard in the manner set forth in the Lyons Central School Student Handbook.



c.
Lyons School District administrators will make the final determination as to what constitutes unacceptable use and their decision is final.



d. 
If the violation also involves a violation of other provisions of the Lyons Central School Student Handbook, it will be handled in a manner described in the Lyons Central School Handbook. Additional restrictions may be placed on student’s use of their Internet account.


4.
Limitation of Liability




The Lyons School District makes no guarantee that the functions or the services




provided by or through the Lyons School District system will be error-free or 




without defect. The Lyons School District will not be responsible for any damage 




incurred, including but not limited to, loss of data or interruptions of service. The Lyons School District is not responsible for the accuracy or quality of the information obtained through or stored on the system. The Lyons School District will not be responsible for any financial obligations arising through the unauthorized use of the system.


5.
Personal Responsibility



It is the student’s responsibility to use computer technology, both inside and outside of school, in a proper, lawful fashion. Failure to use technology appropriately may result in any or all of the following depending on the infraction.





Verbal warning





Loss of Internet use





Limited use of computer technology




Loss of access to computer technology
Appendix B.
Staff Technology Usage Policy

Staff (Teachers and Support Staff) must also follow the same guidelines as indicated in the Student AUP guidelines and in addition must also adhere to the following District policies.

A. District email system. 

a. The District email account is to be used primarily for school related business; it should not be used to solicit other business from staff. 

B. Use of non District computer equipment, printers and scanners.

a. Staff may not connect their own personal peripherals to District workstations.  If a staff member has their own digital camera with a memory card they may use a district card reader to get photos for their instruction.

C. External drives

a. Teachers may use jump drives to take school work back and forth to home.

D. Software

a. Only District software may be used on District computers.  The District has the right to remove any software it has not purchased and is found on a workstation.

E. Student Information Systems

a. The teacher is responsible for keeping all student information that is on the school management systems (databases and web based platforms) secure and closing out of the programs when away from their computer.

F. Equipment loan

a. All computer equipment that is loaned out to staff by the District is to be used for educational purposes only and should be returned within reasonable time frames and before the end of the school year.

G. School web filtration system 

a. Teachers are expected to use the school internet filtration system.  If an educational site is blocked and the teacher feels it would be beneficial to their curriculum, they may request for that site to be unblocked. The request should be given to the Technology Coordinator or Network Administrator.  

b. If a teacher needs to bypass the filtration system for school research they may use a workstation in each library building that will allow this.  They may not request a bypass for their own workstation in their classroom. 

Appendix C
Student Social Web Page Usage Policy

The following policy refers to the usage of social networking sites such as MySpace, Facebook, Friendster and Twitter

1. The Lyons Central School District does not allow the use of such sites on school property and is not responsible for student use of social Web sites off of school property.

Appendix D.

Staff Social Web Page Usage Policy

The following policy refers to the usage of social networking sites such as MySpace, Facebook, and  Friendster.

1. District staff are responsible for monitoring student Internet usage during school hours.

2. Personal use of social networking sites should be used with caution and common sense.

3. Using privacy settings for personal networking pages is highly recommended.

Appendix E
District E-Mail Policy

1. All communications should be work related.

2. Electronic mail is not private or secure.  Never write anything you would not put on a postcard.  Never send any confidential or sensitive information.  Messages are very easy to forward to others.

3. Do not send messages when you are angry or upset.  Give yourself time to calm down.

4. Never send abusive, harassing or threatening messages.  Respect the laws governing copyright, defamation and discrimination in written communication.

5. Electronic communication offers no vocal or facial expressions.  Be careful using humor or sarcasm.  They do not translate well through e-mail.  A statement made in person may translate differently via e-mail.

6. Messages and replies should be brief and to the point.  It may not be necessary to reproduce the entire message.  Be selective by only reproducing enough to establish the intent of the original message.
7. Use e-mail in a professional manner.  Remember your mailbox is NOT private and is district property.

8. Do not send chain letters or any message that request you forward it to other people.

9. Never leave your email account open if you leave your computer.  Realize anyone could send out offensive, embarrassing or libelous messages under your name.  Always LOG OFF!

10. Due to legal and confidential concerns, “all staff” mail list should be used with discretion and only for professional communications.

11. Staff may create smaller distribution lists (small group mailing list).  Be considerate when using distribution lists when sending messages or replies.  Be sure there is a very specific need for the members of the list to see the message.  For example, members of a science committee may want to use a distribution list containing all committee members.  Indiscriminate use of distribution lists can waste disk space, clutter up inboxes, and annoy other users.  Distribution lists should be created for work related purposes only.

12. If you are not able to provide a complete response to a message, acknowledging its receipt and giving a timeframe as to when you will get back to them is a common courtesy.

13. The user should check for email messages at least once a day.  The user should also regularly maintain their mailbox deleting old messages from all boxes.  If keeping an old message is required consider cutting and pasting it to a Word document.

14. Print out messages only when a hard copy is necessary.

Appendix F.
Lyons Central School District

Web Page Policies

The availability of Internet access in the Lyons Central School District provides an opportunity for students and staff to contribute to the school district’s presence on the Internet sites provide information to the world about school curriculum, instruction, school-authorized activities, and other general information relating to our schools and LCSD’s mission. Lyons Technology Committee provides Internet access for the creation of web pages. Creators of Web pages must familiarize themselves with and adhere to the following standards and responsibilities. Failure to follow these standards or responsibilities may result in the loss of authoring privileges or other more stringent disciplinary measures.

Approval for posting a page must be obtained from the Technology Coordinator. If at any time the principal, district technology coordinator, or any central office administrator feels the site does not meet the standards approved by the district, the site will lose its district privileges.

Content standards
2

Principal/District Approval Form
3

Teacher/Web Publisher Agreement
45
Parent Permission Form
Error! Bookmark not defined.


Content standards

· Web page documents may include only the first name of the student. 

· Documents may not include a student’s phone number, address, names of other family members, or names of friends. 

· Published e-mail addresses are restricted to staff members. 

· Decisions on publishing student pictures still, audio clips or student work are based on the supervising teacher and the building principal’s judgment. 

· Web page documents may not include any information that indicates the physical location of a student at a given time, other than attendance at a particular school, or participation in activities. 

· Students may not have access to the district servers for posting or maintaining web sites. Access is restricted to authorized school employees only. 

Consistency of Web pages:
· Web pages may not contain any student e-mail address links, any survey-response links, or any other type of direct-response links. 

· Credits for photographs must be given if work is done by a professional photographer. 

· Every reasonable attempt must be made to ensure that web pages are educationally sound and do not contain links to any questionable material or anything that can be deemed in violation of the Lyons Central School District policy. 

· Concern about the content of any page(s) created by students or staff should be directed to the building principal of that school. 

· Given the rapid change in technology, some of the technical recommendations outlined in these standards may require change throughout the year. The District Technology Committee will make such changes with approval of the Technology Coordinator. These Web Page standards will be updated on an annual basis, or more frequently if required. 

· Personal web sites cannot be linked to the district site. 

· Advertising for businesses cannot be part of the district site. 

Example:  Every reasonable attempt has been made to ensure that our web pages are educationally sound and do not contain links to any questionable material or anything that can be deemed in violation of the Lyons Central School District Web Page Standards Policy.

Principal/District Approval Form

I understand that I am responsible for all material published on my school/site’s Web Page. I accept responsibility for review material to be posted in accordance with the district Web Page Standards. Each signed agreement will remain on file in my office.

Principal (Please print.) ______________________________                                                

Signature _____________________________ Date    _____________                                                    

Teacher/Web Publisher Agreement

I have fully read and understand the Lyons Central School District Web Page Standards. I have been informed of my responsibilities:

· Site development follows district guidelines. 

· Site appropriately uses media – print and non-print. 

· Copyright compliance is followed. 

· Site is kept maintained and up to date. 

· All material is screened before publication. 

· All links are checked for accuracy and appropriateness. 

· Approval for all materials is received from the principal before being posted. 

I, the undersigned, acknowledge that I understand the policies and guidelines and that any uses I may make of materials for posting on a web site will be in accordance with both federal law and state law, as well as, district policies and standards. I understand any violations of the above provisions may result in disciplinary and/or legal action. I agree to report any misuse of electronic information resources to my school principal or district supervisor.

Teacher    ____________________________ Date ___________

School  __________________​​​​​​​​​​​​​​​​​​​______________

Appendix G

Loan of District Technology Equipment

Staff

Technology equipment is available to staff such as laptops, digital cameras, projectors etc. for educational purposes.  They must complete the ‘Loan of Technology Equipment form’.  For extended vacations an additional form must be completed “Loan for District Technology for Extended Vacations”
Loan of District Technology Equipment Form
All Loans are to be recorded and equipment is be returned upon request of someone from the Technology Department.  All equipment is to be used for classroom instructional purposes.  Digital cameras cannot be used by staff members for an extended period of time. (more than 2 weeks unless they are on permanent loan to a Department).  All equipment has to be returned before the end of the calendar school year in June.

It is also understood that equipment be returned in the same working condition which it was borrowed, allowing for reasonable wear and tear due to normal use.  The borrower assumes responsibility for any loss or damage beyond reasonable use.

Staff responsible for equipment:

Name:


Grade and Room no.

Building:


Phone


Date taking equipment 

Date expected to return

Please state in writing purpose or goal, project.

I will be financially responsible for equipment replacement if broken, stolen or lost.

Signature of staff taking equipment


Today’s Date

Approved:


Building Principal: 



Date:

Equipment Type:  Laptop

Digital camera            Digital camcorder

Model no.



Serial no.

Other items: 

Memory cards, cables, chargers

Lyons Central School District

Loan of District Technology Equipment 
During extended vacations

In an effort to promote technology skill development among district staff, employees of LCSD are allowed to borrow district-owned equipment during extended vacations. It is necessary however, that such loans be on record and that equipment be returned either at the end of the vacation or upon request of someone from the Technology Department.

Note: Laptop computers are configured to work on the school network, they will not be altered to accommodate home internet access and nothing other than District owned software should be on the laptop.  Failure to comply with this regulation will be recorded in the employee’s personnel records.

Digital cameras have a two-week loan period on this equipment unless someone else makes a special request.

It is also understood that the equipment will be returned in the same working condition in which it was borrowed, allowing for reasonable “wear and tear" due to normal use. The borrower assumes responsibility for any loss or damage 

beyond reasonable use.

Name of District staff 




Date of request

Date needed from      to      






Equipment requested



        Additional materials
Please state in writing on the back of this form your purpose, goal, project, or research

Reasons with using this equipment .Evidence of increased use of technology in the classroom will be required.

I will be personally and financially responsible for this   equipment replacement if broken, stolen or lost.

Signature of Staff Taking Equipment 

Todays Date 








Approved:
 Model #                                                                                         

Building Principal Date

Equipment: 








Serial Number
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