
ELECTRONIC INFORMATION/COMMUNICATIONS POLICY 
 
Appropriate Use Policy and Guidelines 
St. Joseph School strongly believes in the educational value of such information services 
and recognizes the potential of such to support the curriculum and student learning in our 
school.  The school’s goal in providing this service is to promote educational excellence by 
facilitating resource sharing, innovation, and communication.  St. Joseph School will make 
reasonable effort to prevent students from misusing the information services.  However, a 
student is also responsible and must be continuously on guard to avoid inappropriate and/or 
illegal interaction while connected to the information services. 
 
Listed below are the provisions of this agreement.  If a student violates these provisions, 
access to information services may be denied and the student may be subject to disciplinary 
action. 
 
Privileges 
The use of the information system is a privilege, not a right, and inappropriate use will 
result in a cancellation of those privileges.  Before using the electronic services each 
student will participate in an orientation training course with an appointed St. Joseph 
School staff member as to proper behavior and use of the network.  The school will 
develop guidelines on what is appropriate use for subject areas and/or classroom usage.  
The principal may remove a user at any time deemed necessary or appropriate.  The 
administration, staff, or faculty of St. Joseph School may request that the principal deny, 
revoke, or suspend specific users.   
 
Students will receive an email account which gives them access to various educational 
tools and applications (google apps, google drive, google classroom, etc.).  Usage of 
these accounts will be strictly monitored during the school day, and we encourage parents 
to monitor usage while at home (accounts may be accessed anywhere students have 
internet access).  The email accounts are property of the school and can be monitored, 
altered, suspended or deleted for any reason.  Student accounts will be deleted when 
students leave St. Joseph School. 
 
Personal Responsibility 
The student will accept personal responsibility for reporting any misuse of the network to 
the appropriate authority (computer teacher, principal, and teacher).  Misuse may occur in 
many forms, but it includes using a program(s) or game(s), visiting web site(s), or sending 
or receiving messages that indicate or suggest pornography, unethical or illegal solicitation, 
racism, sexism or inappropriate language. Cyber bulling is not tolerated. 
 
Acceptable Use 
The use of any information services must, in the judgment of St. Joseph School, be 
related to student education and research in accordance with the educational goals and 
objectives of St. Joseph School.  The student is personally responsible for compliance 
with this provision at all times when using information services.   
 
The student may not:  

• Use, reproduce or transmit any material in violation of any federal, state or 
local laws.  This includes, but is not limited to copyrighted material, threatening 
or obscene material, or material protected by trade secret; 

• Use the information services for any commercial or profit-making activity;  
• Use the information services to advertise a product or for lobbying or other 

political purposes. 
• Use the information services to bully another student. 



 
Inappropriate use of electronic information resources may be a violation of local, state and 
federal laws. 
 
Network Etiquette and Privacy 
The student is expected to abide by the generally accepted rules of network etiquette.  
These rules include (but are not limited to) the following: 

• Be Polite: Never send, or encourage others to send, abuse messages;  
• Use Appropriate Language: The student is a representative of the school on a 

non-private system that may be viewed globally.  Never swear, use vulgarities, 
or any other inappropriate language.  Illegal activities of any kind are strictly 
forbidden.   

• Privacy:  The student should not reveal his/her home address or personal 
phone number or the addresses and phone numbers of other students.   

• Electronic Mail:  Electronic mail (email) at school is not private.  Messages 
relating to or in support of illegal activities must be reported to school 
authorities.   

• Disruptions: Do not use the network in any way that would disrupt use of the 
network by others. 

 
 

Security 
Security on any computer system is a high priority because there are so many users.  If 
the student identifies a security problem, notify the computer teacher or staff in charge at 
once.  Never demonstrate the problem to other users.  Never use another individual’s 
account or password.  Any user identified as a security risk will be denied access to the 
information services. 
 
Vandalism 
Computer vandalism is the intentional harming or destroying of the school’s computer 
hardware and/or the school’s software and/or data of other user(s) or any other agencies 
or networks that are connected to the system.  This includes, but is not limited to, the 
uploading or creating of computer viruses.  Vandalism may result in the loss of computer 
privileges, disciplinary action, and/or referral to law enforcement officials.   
 
Services 
St. Joseph School makes no warranties of any kind, whether expressed or implied, for the 
service it is providing.  St. Joseph School will not be responsible for any damages suffered 
while on this system.  These damages may include but are not limited to loss of data as a 
result of delays, non-deliveries, mis-deliveries, or service interruptions caused by the 
system or student errors or omissions.  Use of any information obtained via the 
information system is at the student’s own risk.  St. Joseph School specifically disclaims 
any responsibility for the accuracy of information obtained through its information services. 
 

ST. JOSEPH SCHOOLCOMPUTER USE POLICY 
 

School computers are tools to enhance and promote learning.  Using the computers is a 
privilege, and all users have responsibilities with regard to their use: 

Respect for Property 

1.   Treat this valuable equipment gently and respectfully. 
2.  Follow the process you are taught for using the computer.  If you are unsure of usage 

or are experiencing difficulties, seek help from a teacher or staff member. 



3. Shut down the computer properly before turning it off.  (If the cursor freezes and you 
must turn off the computer without a proper shut down, wait 30 seconds to turn it 
back on.) 

4. Keep food and liquids away from computers. 
5. Changing or rearranging the set-up of any computer is prohibited.  Always leave 

computer equipment exactly the way you found it.  Never alter the computer system 
icons or go into a systems folder without permission of a teacher or staff member; 
do not load software or modify hardware parts without the knowledge and 
permission of a school staff member.  If you see something altered, report it to a 
teacher.  Do not try to fix it yourself. 

6.       Use a flash drive approved by the instructor for saving your work. 
7. Protect our computers by preventing the spread of viruses.  Deliberate attempts to 

degrade or disrupt the computer systems will result in serious disciplinary 
consequences.              

8. Always use school equipment and supplies wisely.  All uses of school equipment or 
supplies must be approved by a teacher or other staff member, unless otherwise 
directed.  Leave all school computer supplies, or programs at school unless 
approved by a teacher to be taken home. 

9. Use color printing only for accents and not for full pages.  Only print work that you 
have okayed with a teacher or supervisor.  This saves the school money spent on 
supplies. 

 
Respect for Ownership 
 1. Always comply with copyright laws regarding software, information, and attribution 

of authorship.  Any copying, uploading, downloading, or installing of programs must 
be legal and approved by a teacher. 

 2. Check out, return, and transportation of CD-ROMs, DVDs, or other software from 
one room to another must be done by a teacher or staff member.  All software and 
hardware must remain in the school building and must be signed out by a teacher 
in the computer lab log. 

 
Respect for Others 
 1. Respect the privacy of others:  do not read files, delete them, or use the disk of 

others without permission of the owner. 
 2. Use appropriate language.  Do not type or print messages that would be offensive 

to someone else. 
3. If someone else is waiting to use the computer, be considerate and take turns. 

 
Consequences of Computer Misuse 
Violation of this policy may result in reduction, suspension, or revocation of school computer 
privileges and other consequence consistent with the school discipline policy.  All persons 
using school computers should be aware that purposeful violation of copyright laws, 
introduction of viruses, invasion of privacy, and tampering with school computer systems 
are against Federal and/or state laws.  Parents will be required to pay for damage done to 
computer equipment if their children are in violation of this policy (generally between $230-
$650 per machine). 
 
 



 
 
 
 

Technology Agreement Signature Page 
 
 
Parents and students, please sign to indicate that you have read and understand 
the technology policies and will follow all guidelines and regulations.  Technology 
policies, guidelines and regulations were edited on February 11, 2016 and placed 
in the handbook.  Access to these policies can be retrieved at any time on our 
school website, or in the office. 
 
 
Parent Name: __________________________________   
 
Parent Signature:________________________________ Date:_____________ 
 
 
Student Name:__________________________________ 
 
Student Signature: _______________________________Date:_____________ 
 

 


