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Maine School Administrative District #12
Technology Plan
Revised: August 2008

Maine School Administrative District #12 is comgasof the two towns of Jackman and Moose River
whose combined area encompasses 81.65 square milescombined population of the two towns was
921 in 2006, a reduction over 200 from the 199Gsusn Both communities are served by Selectperson
form of government; Jackman also has a full timentananager. Four members from the town of
Jackman and three members from the town of MooserRserve on the M.S.A.D. #12 Board of
Directors. The population of Jackman and MoosesRis overwhelmingly caucasian with the major
ethnic group being French-Canadian and Irish. mkdian family income for Jackman is $29,615 and
for Moose River is $31,042. The combined valuatbthe two communities is $59,935,020.

According to the 2000 census, the towns of JackerahMoose River had a diverse labor force. Of
those employed in positions, 17% were for the gowvemt, 3% were self-employed, 22% were
management and professional positions, 24% wereale18% were in the service industry and 16%
were employed in either forestry, construction @nuofacturing positions.

The top five employers are Moose River Lumber Qackman Region Health Center, Maine School
Administrative District #12, E.J. Carrier, Inc. atieé Northland Living Center.

1. Community and Parental Involvement

The Maine School Administrative District #12 Teclogy Committee consists of the technology
coordinator, Superintendent, two faculty membeassmfeach building wing, the school secretary, a
member of the Board of Directors, parents and abas representative. This committee is charged
with overseeing the introduction and use of tecbgplin M.S.A.D. #12. This is the group that séis t
goals, standards and technology plan for the distit is also the duty of this committee to revithe
technology plan and assess the district’s status.

Through the use of the newly renovated school wehsiww.sad12.comparents, students and
community members have access to school softwesteictipolicies, school announcements and email
accounts. A technology link will provide informai about the use of the district’s technology
resources.

This committee will not only evaluate the progresghe school district's achievement of this plar b
also whether the plan itself is meeting the goalst in the vision. This evaluation of the teclogy
plan will occur, at a minimum, annually. The ealan will result in a written report to be filedtiv

the committee’s minutes. This report will includet only the assessment of what initiatives hawenbe
met, but also any rewrites to the technology pl&he technology plan is expected to be an evolving
document as technology itself is a rapidly evolViedd.

2. Vision/Philosophy/Mission




M.S.A.D. #12 promotes the belief that all studez@s learn. To facilitate this process, children
need positive parental involvement, community pgétion, and a safe and supportive school
environment.

As advocates for children, the Board recognizes$ tha thorough and efficient education
children is its primary statutory-based responiybillo this end, the Board considgysoper an
adequate support of schools to be a civic respiitgikhared by all citizens.

The school unit will provide an educational envitent designed to encourage each stude
acquire the necessary skills and perspectives ddeden meaningfulife and career. All schoc
will strive to encourage students to form desirdidéits that are necessary for them to be«
responsible, informed citizens. In general, we wrhave students develop attitudes and prau
necessary for satisfying, worthwhile lives.

We believe that all children must be provided edudl not identical opportunities to allow th
to achieve at levels commensurate with their abditWe believe that all students must learn
environment which allows them to develppsitive attitudes toward themselves and ger
respect for others.

A rigorous core curriculum designed to achieve Hjgelearning outcomes will be provided.
will be planned with the goal of creating and maining standards which will furnish stent:
with the skills necessary for success in a globalety while giving them a broad educatic
foundation compatible with their interests, aptésdand aims. The curriculum and gradus
requirements will be regularly evaluated to ensghe# continued appropriateness.

In order to achieve our goals and to implement phigosophy, we believe that all schools n
secure the involvement of the community, studestaff, parents and citizens. Educatic
responsibility must be shared with impart@ommunity institutions. We strongly believe tloat
school system's success depends on good rappodoaperation with our communities and
institutions.

The Board recognizes the professional staff as lbdy that is legally charged with 1
regponsibility of providing education to all childrem fulfilling this responsibility, the staff wi
seek to ensure the following:

A. All children will master basic skills in the areaklanguage arts, mathemat
science, history, and technology.

B. Instruction will be provided which is appropriatedach individual with respe
to goals, methodology and evaluation.

C. Students will be seen in their totality as physicaéntal, social, and aesthi
beings, which requires knowledge of child growtk a@evelopment.

D. Staff members, in order to effectively execute rthegsponsibilities, wi
establish goals for themselves consistent withpthieosophy of the Board a
individual schools --the ultimate objective being amproved instructional
program for all students.

E. The Board recognizes that this highly technologisatiety demands tt
students learn how to cope with change and leaactdept that "learning” is
continuous process.



The Board fully accepts the responsibility of fotating policies and acquiring adequate funding
to support the education process. The Board wilags consider the welfare of students as the
single most important factor in making decisiornatree to educational policy. It will be the
responsibility of the Board and administrators torpote sound educational practices and

professional development.

Action Plan
Teacher Administration Parent Student Community
Committee
Curriculum X X
Design
Professional X X X
Development
Technology X X X X X
Infrastructure
Fiscal X X X X X
Budgetary
Policy X X
Process Tasks X X X
3. Goals
GOALS OBJECTIVES
1. Annually evaluate technology plan
2. Pursue resources
3. Establish yearly budget
4. Review technology related policies
1 | Oversee Technology Needs of the District 5. Explore filtering options and security issues
6. Pursue a visionary outlook
7. Maintain inventory and licensing
8. Review student publishing policy
2. | Improve Academic Achievement and Teacher 1. Increase district technology competency level
Effectiveness 2. Provide in-service
3. Evaluate in-service and other course offerings
4. Provide knowledge sharing from staff attendingriirag
5. ATM and Distance Learning Use
1. Document current curriculum
3. | Integrate Technology with Curricula, 2. Revise curriculum to align with Maine’s Learningdriés
Instruction and Assessment and NCLB Standards
3. Evaluate and update student assessment basedrimuilcum
revisions
1. Establish relationships with local organization®dsinesses
4. | Community and Parental Involvement 2. Maintain and improve the district website
3. Publish and showcase student technology work
4. Explore additional ways to use technology for comityu




communication

5. Promote lifelong learning by providing training and
informational workshops/classes for parents andnsonity
members

1. Increase access to computers for all staff ancesiisd

2. Provide specialty hardware and software to support
curriculum

3. Continue automation of the library circulation t®ya

5. | Technology that Supports Curriculum and 4. Support a Comprehensive Local Assessment System
Administrative Needs 5. Administrative applications: budgeting, accountistydent

records

6. Provide technology support personnel

1. Replace and update old computers around the distric

2. Update classroom computers/laptops

3. Maintain wireless technology

6. | Replace, Maintain, Update, Improve and 4. Purchase equipment to achieve 1 to 1 computing
Dispose of Hardware and Software 5. Provide an LCD projectors where needed

6. Software upgrades

7. Maintain inventory of parts and software

8. Reallocate old equipment

M.S.A.D. #12 TECHNOLOGY ACTION PLAN 2008-2011
DETAILED ACTION PLAN BY GOAL

Goal #1. Oversee technology needs of the district

Long-Term Objective
(Strategy)

Steps Needed to
Complete the

Resources Needed to
Complete the

Indicators of the
Completion of the

Objective Objective Objective
1. Annually evaluate 1. Review previous 1. Reports from 1. Annually revised
technology plan year’s projects technology technology plan based on

2. Annual review coordinator and needs evaluation and
meeting staff members surveys conducted on an
3. Setnew goals 2. Completed surveys| annual basis.
4. Set strategies
5. Determine what
went wrong/
evaluations
6. Determine needs
7. Review vision and
mission statement
2. Pursue resources 1Stay informed of e- 1. Time to complete e{ 1. Grant $$$ money comes
rate rate paperwork in
2. Apply for grants to 2. Attend workshops | 2. Forms 470/471 E-Rate o
supplement budget on grant writing file
3. Base grants on 3. Read publications | 3. Subcommittee meeting
Technology Plan 4. Subscribetoagranf  minutes
list 4. Subcommittee final repo
5. Time to write and | 5. Copies of submitted gran
apply for grants proposals
3. Establish a yearly budge 1Review previous 1. Budget 1. Budget Report for
year’s budget for 2. Technology Plan technology
items cut 3. Time 2. Annually updated
2. Base budget on inventory report

Technology Plan

— —+



and Technology

Integration Plans
3. Review inventory
4. Present budget to

superintendent

4. Review technology
related policies

1. Read MSMA latest
policy
recommendations

2. Contact other
districts to review
their policies

3. Presentto policy
committee

1. Time
2. Other policies

1. New and revised policies
annually

5. Explore filtering options
and security issues

1. Identify security
issues

2. Try demonstration
software and

1. Time
2. Funds for
demonstrations

3. Current literature

1. Make an informed
decision about filtering
and security issues

]

r

hardware
3. Explore the current
filter
6. Pursue a visionary 1. Stay current with 1. Time 1. Updates of information
outlook technology 2. Publications learned by staff attendeg
2. Attend conferences 3. Funds for 2. ldeas are exchanged,
3. Read journals conferences information is shared at
4. Visit schools monthly staff meetings
5. Develop reading list K-4, 5-8 and 9-12.
6. Explore good Feedback of results are
resource materials forwarded to the
7. Pursue technology committee fo
improvements analysis and inclusion in
the annual Technology
Plan evaluation.
7. Maintain inventory and 1. Collect list of 1. Time 1. Up-to-date lists of
licensing hardware using hardware and software
district form within the district. All
2. Collect list of licenses are current and @
software using file in the district
district form
3. Decide how to
maintain licenses
8. Review student 1. Research sample | 1. Time 1. Policy in place and

publishing policy

policies from other
district and MSMA
2. Review current
policy for changes
or improvements.

reviewed annually.
2. Improved student

performance and

development.

Goal #2. Improve Academic Achievement and Teachéiffectiveness

Long-Term Objective
(Strategy)

Steps Needed to
Complete the
Objective

Resources Needed to
Complete the
Objective

Indicators of the
Completion of the
Objective

1. Increase district

1. Annually develop,

1. Time

1. Increase competency
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technology competency distribute and 2. Survey rating on annual survey
level. compile a survey 3. Results from
2. Compare results of previous survey
survey with
previous years
2. Provide in-service 1. Use educational 1. Time 1. Program of course
objectives to 2. Money offerings
determine Substitutes 2. Transcripts and/or
technology course Stipends certificates of completion
needs. Instructor Fees in employee files
2. Secure instructors 3. Use of new knowledge
and develop in- integrated into classroom
service schedule disciplines.
3. Advertise course
offerings
3. Evaluate in-service 1.End of course 1. Evaluation Form 1. Completed
evaluation form evaluation forms
2. Integration of
results in annual
revised technology
plan.
4. Provide knowledge 1. Attendees brief other staff 1. Time 1. Staff reports
sharing from staff members 2. Handouts
attending training.
5. ATM Use 1. Pursue funding 1. Money 1. ATMpiace

Goal #3. Integrate Technology with Curricula, Instuction and Assessment

Long-Term Objective
(Strategy)

Steps Needed to
Complete the

Resources Needed to
Complete the

Indicators of the
Completion of the

Objective Objective Objective
1. Document current 1. Create a general 1. Time 1. Outlines are prepared an
curriculum outline of the compiled for summer
current K-12 2003
curriculum
2. Share with the
technology
committee
2. Revise curriculum to 1. A committee will 1. Time 1. Printed K-12 Technology
align with Maine’s review the Maine 2. Consultants Curriculum
Learning Results and Learning Results 3. Secretarial services
NCLB Standards alignment with
current curriculum.
3. Evaluate and update 1. Create an assessment 1. Time 1. Student scores on
student assessment based  tool that will show the 2. Personnel assessments.
on curriculum revisions effectiveness of the 3. Funds to pay
curriculum. personnel

Goal #4. Community and Parental Involvement



Long-Term Objective
(Strategy)

Steps Needed to
Complete the

Resources Needed to

Complete the

Indicators of the
Completion of the

Objective Objective Objective
1. Establish relationships 1.Determine who are 1. Time 1. Report compiled from
with local organizations stakeholders 2. Leadership to facilitate roundtable

and businesses

2.Contact and meet with
organizations and
businesses to show wh
we have and how it’s
used.

3.Determine what their
needs are

Maintain and improve the
current website

Y

1.Determine the needs of
the audience through
survey and/or
informally

2.Determine who will be
responsible for
maintaining the website

3.Train interested staff
and students n webpag
production, with the
goal in mind to keep the
site current

. Time for study/

. Funds for hosting service

investigation

S

1. Alarger collection of
current information on
the website.

Publish and showcase
student technology work

1.Determine who wiill
publish the work

2.Contact teachers for
appropriate student
work

3.Follow district policies
relative to this

4.0btain releases as
needed

. Person to serve as web

. Policy and procedures

master

1. Published work

4. Explore additional ways 1.E-mail 1. Student emergency cards 1. Parents will receive
to use technology for 2.Establish a database of 2. Time email from the school
community parent email addresses
communication using student
emergency cards
5. Promote life long learning 1. Determine the needs of1. Classroom and computef 1. Participant surveys-pre

by providing training and
informational workshops
classes for parents and
community members

parents/community
members.

2. Schedule workshops
and training sessions.

3. Advertise the
availability of those
sessions.

4. Conduct activities as
scheduled.

5. Evaluate the
effectiveness of
offerings by conducting

Surveys

. Facilitate through the

. Facilitators/trainers

facilities

Adult Education
Community

and post class
Evaluations
Certificates of
attendance/completion




Goal #5. Technology That Supports Curriculum and Alministrative Needs

Long-Term Objective
(Strategy)

Steps Needed to
Complete the
Objective

Resources Needed to
Complete the
Objective

Indicators of the
Completion of the
Objective

1. Increase access to
computers for specific
curriculum areas

1. Determine needs

2. Provide a sufficient
number of
computers in each
wing

3. Utilize older
equipment as
possible and
appropriate

1. Time for study/
investigation
2. Funds

1. The determined number
of computers is available
K-12

2. Provide portable labs

1. Research wireless
networks
2. Budget and

purchase equipment

1. Time
2. Funds

1. Labsin place

3. Provide specialty
hardware and software t¢
support curriculum

1. Determine needs

D based on curriculum
requirements

2. Purchase as budge
allows

1. Time
2. Funds

1. Implementation in
classrooms

4. Automate the library
circulation system

1. Purchase hardware
and software and
determine and
implement a
conversion plan for
the library

2. Continue
maintenance of
related service
contracts

1. Time
2. Funds

1. The library will be
automated

5. Support a Comprehensiy
Local Assessment
System

@
=

Stay up to date with
current trends and
practices

1. Time
2. Funds

1. CLAS in use

6. Administrative
applications: budgeting,
accounting, student
records

1. Investigate
available software

2. Maintain and
update existing
software as needed

3. Send staff members
for available
training on new
applications

1. Time
2. Funds

1. Applications in use

7. Provide technology
support personnel

1. Continue to fund
position(s) to
provide technical
support

1. Funds

1. Personnel in place

10



Goal #6. Replace, Maintain, Update, Improve and Bpose of Hardware and

Software

Long-Term Objective
(Strategy)

Steps Needed to
Complete the
Objective

Resources Needed to
Complete the
Objective

Indicators of the
Completion of the
Objective

1. Replace and update old
computers in the lab

1. Purchase
replacement
computers

2. Review district
policies on
equipment disposal

1. Funds
2. Policies

1. Upgraded computer lab

2. Update classroom
computers

1. Survey existing
computers

2. Move older lab
computers to
classrooms

3. Review district
policies on
equipment disposal

Time
Funds
Policies

wp e

1. Upgraded classroom
computers

3. Enhance wireless
technology

1. Review current
trends and new
technology

2. Review building
needs to support
wireless technology

1. Time
2. Funds

1. Wireless technology is in
place

4. Add more laptop
computers for student use

1. Purchase laptop
computers

2. Time
3. Funds

1. Laptops in place

5. Provide an LCD projecto
at each building level

1. Purchase additional
LCD projectors

1. Funds

6. Software upgrades

1Install Office
2007/2008 on all
computers
2. Review additional
software needs and
purchase as budget
allows

1. Software
2. Funds

1. Applications in use

7. Maintain inventory of
parts

1. Create and maintaif
inventory lists

2. Purchase inventory
items

3. Re-supply
inventory as needeq

N

i

1. Funds
2. Time

1. Inventory up to date and
supplied

8. Reallocate old equipmen

1Determine usability
of old equipment
2. Reallocate

equipment as needs

require

1. Time

1. Maximizing use of older
equipment

11



3. Dispose of
discarded
equipment in
accordance with
M.S.A.D. #12

policy

4. Technology Assessment

The M.S.A.D. #12 network hardware consists of glsilTM and T1 circuit connected with the MSLN
network. This hardware provides a direct Integmtnection. No dialup or modem connections are
used.

The school is wired using an Ethernet (IEEE 80&t8hdard, and operates at 10/100. Wiring is stdnda
twisted pair with RJ-45 connectors with all wiresnected. Computers are connected directly with
patch cables, outlet boxes or wireless connectivitubs are wall mounted at necessary locations and
are 4, 8, 16, or 32 port 3-Com OfficeConnect hub&roericom.

Printing is done through three centralized Colosdrgorinters and two photocopier/printer. Theeear
few individual printers still attached directly noachines in the building due to student confiddigtia
with the plan to migrate most computers to the nentralized laser printers has been completed.

Networked computers consist of a mix of Gatewaysk @ells, along with three physical servers and
three virtual servers; Dell Poweredge 1800 and PeWeredge 1900. These servers support functions
such as e-mail, file sharing, centralized secudbysistent Antivirus management, PowerSchoolyva ne
student information system, a Web based AcceleReadling program, Standardized Testing and
Cataloging System. The servers allow studentsstaftito access their e-mail from home or schodl an
easy file and project sharing. Our server backlaiogvs a solid framework to support the technolabic
needs at the school for the next five years.

Network Software

The network resources create a centralized techp@ecurity for the entire network. Windows
password protection, and single access accouamllfetaff, students and guest. The network issile
to guest accounts or unlogged users while accaioetsa allows network shares to be used.

Client software consists of Windows and Apple @®rnet Explorer, Firefox, Safari, and Antivirus
software. MSAD#12 has streamlined software licanaaagement through the use of Microsoft’s
Education Licensing program.

Throughout the school, MS Office 2007/2008 havenlsexepted as the standard desktop suite and
Microsoft Exchange 2007 to handle all e-mail anougrcommunication functions.

In addition to this, various rooms have a varidtgaftware packages that are age and grade apatepri

Hardware Inventory
Please see attachment “A”
12



5. Collaboration with Adult Literacy Service Providers

The committee will collaborate with community aditiéracy service providers to ensure that the
literacy needs of the community at large are prygpsddressed.

6. Strategies for Improving Academic Achievementrd Teacher
Effectiveness

During the past five years, the faculty and stafii.S.A.D. #12 has continued to improve their
technology proficiency. A survey completed in Jamy2006 demonstrates the following:
100% of staff members had received compudgmitrg
45%o0f staff would take additional trainingtifvere offered
66% of staff felt more computer hardware wesded in the district
38% of staff felt more computer software wasded in the district
Computers were used in classrooms as follows:
All day 11%
Several periods each day 19%
Several times each week 19%
Once a week 7%
Once a day 4%
Almost never 15%
Never 26%

agrwdOE

6. 93% of staff has daily access to a computscladol.
7. 90 % of staff has a computer at home.
8. When asked the level of their perceived teabgyproficiency, the staff responded:
Proficient 20%
Capable 55%
Novice 20%
Basic 5%

9. When asked how time is scheduled for the fiseeccomputer lab the staff replied it is:
Scheduled regularly 22%
Scheduled as needed 78%

10. When asked how often students use the comialiid¢ine staff replied:

Daily 4%
Several periods per day 4%
Once a day 0%
Once a week 16%
Several times a week 8%
Almost never 20%
Never 48%

11. 52% of staff uses their classroom computees the computer lab.

13




Almost all staff reported a very high comfort levath email technologies and basic word processing.
Teachers have continued to use e-mail as a wagdp i touch with student’s parents, some teachers
have been using e-mail to tell parents about upegrassignments.

A survey of student homes completed in Septemb@2 28vealed that 77% of students currently have
computers with internet access in the home.

Ed. Tech. funds will be used to continue to offehbuse and out-of-district staff training to ereabl
ALL staff members to move beyond the Basic levgbmfficiency and to increase the number of staff
members reporting they are at the Proficient level.

7. Integration of Technology with Curricula, Instruction and Assessment

M.S.A.D. #12 TECHNOLOGY INTEGRATION PLAN

The world is continually changing, and in our sbtgig¢oday technology plays a vital role in
communication, creative expression, production, msgarch. Computers and supporting technologies
have become a necessary part of our day—to—daytestiand will become increasingly more relevant
in both educational and corporate environmentshiielogy is an integral part of functional living.

The mission of education is to prepare studentsiriotion in and contribute to society. Students imus
have ready access to information that will allowrthto discover, gather, and analyze information tha
will help them to acquire knowledge, as well asalep critical thinking and problem solving skills.
Proficiency in using technology will enable studetd enhance their learning and productivity wimle
school and will also prepare them for active raleshe workplace, and in community and personal
arenas. Educating students and teachers to maxitnée use and understanding of computer and
technological tools must be a vital part of ouraarcurriculum.

The goal of the integration of technology in M.A#12 is to help students and teachers recogmide a
utilize computers and other appropriate technoklgapplications as tools to accomplish specific
purposes. It reflects our desire to give studentstaachers an avenue through which they can expand
their base of knowledge, communicate, problem soksed share knowledge and ideas among
themselves and with the broader global community.

Students in the elementary grades of M.S.A.D. #llPuse technology as an effective tool for leanin
Computers will be available for student use thraughhe day as an integral tool for learning. Stugle
will use technology resources, including the Inétrro enrich their understanding and knowledge of
topics studied within the classroom and exploredughout the world around them.

The following three ways of using computer techgglavill serve as focal points for the integration o
technology in the elementary schools of M.S.A.2:#1

Computers as tools...

for assisting students in word processing and desitiblishing
for organizing and analyzing data

14



for facilitating learning and enhancing studentdarctivity
Computers as resources...

for information gathering and research using irtva encyclopedias and other multimedia refereap@ications
for information gathering and research using therhet

Technology to support curriculum...

for aiding in the production of written work

for furthering communication among and betweenesttsland teachers

for analyzing and synthesizing information in cheatvays

for allowing students to share information with ettearners through presentations, interactiveimeallia, and the
sharing and displaying of projects within the sdhoo

for publication of student work on the Internet

Goals for Use of Technology
Goal #1

Students in the elementary grades of M.S.A.D. #12iluse appropriate computer applications for
a specific purpose (skill improvement, creativityyesearch, productivity, communication, etc.).

Students in Grades K-8 will select and use an ggjate application for a specific topic of studyig
may include software for drill and practice, muleidia encyclopedias or other multimedia reference
applications for information gathering, as welvasrd processing or desktop publishing applicatimms
drafting, revising, proofreading, and editing sagbr multi-page documents at the keyboard.

Students may seled¥licrosoft Word Storybook Weaver DeluxeEasy Book Deluxe or Student
Writing Center to create personal stories and to add graphiggetsonal stories and/or curricular
projects. Students may usdéicrosoft Word or Student Writing Centerto word process reports or to
design curricular related projects.

Students may seledtlicrosoft Publisher or other desktop publishing applications to creeaeds,
banners, signs, posters, etc.

By the end of Second Grade, students will be abkeetect and use a program of their choice from the
hard drive or CD—ROM drive and verbalize their ppgg in using the program. In addition, they will be
able to correctly exit a computer program.

By the end of Fifth Grade, students will be ablesétect and use software to meet a specific cuaricu
need. They will be able to open and use an apmitatith minimal assistance from the teacher. In
addition, they will be able to correctly exit a goater program.

By the end of Eighth Grade, students will be ablsdlect and use software to meet a specific alarc
need, and to locate, to save, and to retrieve theik from software files on the hard drive or fiyp
disk without assistance. In addition, they willddge to correctly exit a computer program.

Goal #2
15



Students in M.S.A.D. #12 will demonstrate proficieny in using the keyboard and the mouse.
Students will use software applications to gairfiprency with the mouse, keyboard, and touchpad.

Please note that due to the lack of trained keyhogrinstructors and of sufficient time at the
elementary school level, this goal is not meanteplace a full-fledged keyboarding program. The
intent is merely to help students become comfoetatith using a keyboard in order to interact more
effectively and efficiently with a computer. Howeystudents at the end of their eighth grade year i
elementary school have the option to take a pedooa assessment exam to determine if they can "test
out" of the basic keyboarding program at ForesisHiigh School.

Students in Grades K-2 will u3g/pe to Learn, Jrto become familiar with the placement of lettens o
the keyboard.

Students in Grades 3-5 will uSgpe to Learnto become familiar with correct keyboarding tecjuas,
with an emphasis on accuracy.

Students in Grades 6-8 will use Microsoft Word &velop correct keyboarding techniques, with an
emphasis on accuracy and speed.

Goal #3

Students in M.S.A.D. #12 will enter text using a wl processing application, make changes to the
document, save and retrieve files, and print a hardopy.

Students in Kindergarten and Grades One and Twidowiencouraged to explore the keyboard through
a variety of software and activities such as typsigple sentences or weekly spelling lists. At
developmentally appropriate levels, students wagih using word processing software and will be
assisted in saving, retrieving, and printing thark.

Students in Grades Three, Four, and Five will useenadvanced programs (suchSasrybookWeaver
Deluxe Easy Book DeluxgStudent Writing Centeror Microsoft Word to word process their writing.
With assistance, students will name their filesjestheir documents to the hard drive or floppy disk
retrieve files when necessary for further editingrevising, and print a hard copy. Students will
proofread and edit their documents for languagehaugics, as well as for spelling and grammar errors.

Students in Grades Six, Seven, and Eight will relyi useMicrosoft Word to word process their
writing. They will demonstrate proficiency at namitheir work appropriately, saving it to the proper
location, retrieving it for later editing and rewig, and printing a hard copy. They will use theatted
features ofMicrosoft Word such as setting margins, formatting fonts, sgtind using tabs, using
headers and footers, etc. They will routinely draéivise, and edit multi-page documents at the
keyboard. In addition, students will proofread @it documents for language mechanics, spelling, an
grammar.

Students at all grade levels will use word progeg$d support language arts instruction and taynatie
writing in content areas.

Goal #4
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Students in M.S.A.D. #12 will use basic telecommuzations.

Students in Grades One and Two will be introducetthé¢ Internet as a source of information. They wil
be exposed to the Internet as a publication medium.

Students in Grades Three, Four, and Five will bgelternet to access information. They will use th
Internet as a tool for research to access, proaesscommunicate information.

Students in Grades Six, Seven, and Eight will cwdito use the Internet as a tool for research to
access, process, and communicate information. ditiad, they will use the Internet as a publication
medium, and by the end of the eighth grade at [8agbercent of students will publish work on the
Internet.

Goal #5

Students in M.S.A.D. #12 will follow the rules andstandards established for the ethical use of
technology.

Students in Grades K-8 will use the software/hardvavailable for their use appropriately and with
proper care. They will abide by the district antaa rules for access and use of the Internet.

Students in Grades K-8 will show respect for ostadents’ work on the computer and will not move,
alter, or damage another student’s files. Studenlisnot view other student’s work unless given
permission to do so by the student himself/hexselfy the teacher.

All students will handle software and equipmenappropriate ways without damaging it.

Goal #6

Requested by middle school teachers.

More access to Technology Support personnel, Redudars for operation of technology business
office.

Teacher training for staff focusing on specifictaaire.
Traveling laptop cart for 5-6 graders, better as¢erinters.
Technology savvy teams of :graders to help technology coordinator or felldudents.

At the 8" grade level a suggestion for less practical kegding and MORE focus on applications (i.e.
web page design, publishers, photo editing, etc...)

Goal #7

Students in M.S.A.D. #12 will utilize basic computeterminology.
17



Students in Grades K-8 will be expected to progrebsexpand their understanding and use of basic
computer terminology including the computer (CPthonitor, keyboard, mouse, floppy disk, CD-
ROM, hard drive, and printer.

Computer Skills List for Kindergarten

Use appropriate softwar@ype to Learn, JJ.to develop keyboard recognition

Use a mouse or touchpad to point and click invearié programs/menus

Select (with assistance from the instructor) anel dsvelopmentally appropriate programs stored oaraputer’s
hard drive/CD-ROM

Exit (with assistance from the instructor) a congpytrogram

Name the major pieces of hardware in a computdesygcomputer, keyboard, mouse, monitor, and pjinte
Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)

Handle software and computer equipment in apprtgviays without damaging it

wn e
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Computer Skills List for First Grade

Use appropriate softwargype to Learn, JJ.to expand keyboard recognition

Use a mouse or touchpad to point and click invgmi programs/menus

Select (with assistance from the instructor) anel desvelopmentally appropriate programs stored ooraputer’s

hard drive/CD—ROM

4. Exit (with assistance from the instructor) a congpytrogram

5. Name the major pieces of hardware in a computdesygcomputer, keyboard, mouse, monitor, floppyeriCD—
ROM drive, and printer)

6. Demonstrate proper care and handling of computelian®VD, CDs, etc.)

7. Handle software and computer equipment in apprapriays without damaging it

8. Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files

9. Use the Internet to access information for curtioutbased projects (abiding by the district’s rui@suse and
access)

10. Use an appropriate software application (with assie from the instructor) to type simple senteneesekly
spelling lists, simple stories, etc.

11. Save, retrieve, and print documents (with assigtdimm the instructor)

wn e

Computer Skills List for Second Grade

Use appropriate software (Type to Learn, Jr.) ttiooe the expansion of keyboard recognition

Use a mouse or touchpad to point and click in smfsprograms/menus

Select (with minimal assistance from the instructand use developmentally appropriate programsdtan a

computer’s hard drive/CD—-ROM

4. Exit (with minimal assistance from the instructarfomputer program

5. Name the major pieces of hardware in a computdesygcomputer, keyboard, mouse, monitor, floppyeriCD—
ROM drive, and printer)

6. Demonstrate proper care and handling of computeliar({@oppy disk, CDs, etc.)

7. Handle software and computer equipment in apprapriays without damaging it

8. Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files

9. Use the Internet to access information for curtioutbased projects (abiding by the district’s rui@suse and
access)

10. Use an appropriate software application (with assie from the instructor) to type simple senteneesekly
spelling lists, simple stories, etc.

11. Save, retrieve, and print documents (with assigtdimmm the instructor)

wn e
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Computer Skills List for Third Grade

Use appropriate softwargype to Learhto introduce formal keyboarding instruction
Select and use developmentally appropriate progsaoned on a computer’s hard drive/CD—ROM
Follow the correct procedure for exiting a compuytergram
Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)
Handle software and computer equipment in apprtgviays without damaging it
Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files
Use the Internet to access information for curtiowtbased projects (abiding by the district’'s ruiesuse and
access)
Introduce the following word processing skills ugsiMicrosoft Word:
saving a document
opening a previously saved document
previewing a document prior to printing
printing a document
changing font, font styld¢ld, italics, and_underling and size of text
formatting paragraphs using left, center, andght alignment
deleting text
using thespell ChecKeature

Computer Skills List for Fourth Grade

Use appropriate softwargype to Learhto develop keyboarding skills, with an emphasisaocuracy
Select and use developmentally appropriate progsioned on a computer’s hard drive/CD-ROM
Follow the correct procedure for exiting a compuytiergram
Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)
Handle software and computer equipment in apprtgriays without damaging it
Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files
Use the Internet to access information for curtiowbased projects (abiding by the district’'s ruiesuse and
access)
Reinforce the following word processing skills usiMicrosoft Word:

saving a document

opening a previously saved document

previewing a document prior to printing

printing a document

changing font, font styld¢ld, italics, and_underling and size of text

formatting paragraphs using left, center, andght alignment

deleting text

using thespell ChecKeature
Introduce the following word processing skills ugsiMicrosoft Word:

setting margins of entire document

indenting first line of paragraphs

inserting and positioning graphics where dekir

Computer Skills List for Fifth Grade

Use appropriate softwargype to Learhito continue to develop keyboarding skills, withemphasis on accuracy
Select and use developmentally appropriate progsaoned on a computer’s hard drive/CD—ROM

Follow the correct procedure for exiting a compuytergram

Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)

Handle software and computer equipment in apprpriays without damaging it

Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files
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7. Use the Internet to access information for curtioutbased projects (abiding by the district’s rui@suse and
access)
8. Reinforce the following word processing skills wgiMicrosoft Word:
saving a document
opening a previously saved document
previewing a document prior to printing
printing a document
changing font, font styld¢Id, italics, and_underling and size of text
setting margins of entire document
formatting paragraphs using left, center, andght alignment
indenting first line of paragraphs
deleting text
using theSpell ChecKeature
inserting and positioning graphics where dekir
9. Introduce the following word processing skills usidicrosoft Word:
selecting page orientation (Portrait or Larmaghe)
formatting paragraphs using bullets
formatting a document using two or more colamn

Computer Skills List for Sixth Grade

=

Use appropriate softwardicrosoft Officg to maintain keyboarding skills, with an emphasisspeed as well as
accuracy
Select and use developmentally appropriate progsdoned on a computer’s hard drive/CD—-ROM
Follow the correct procedure for exiting a compuytergram
Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)
Handle software and computer equipment in apprtgviays without damaging it
Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files
Use the Internet to access and publish informatorcurriculum—based projects (abiding by the d@ss rules for
use and access)
8. Maintain the following word processing skills usikticrosoft Word:
saving a document
opening a previously saved document
previewing a document prior to printing
printing a document
changing font, font styld¢ld, italics, and_underling and size of text
formatting paragraphs using left, center, andght alignment
deleting text
using theSpell ChecKeature
9. Reinforce the following word processing skills wgiMicrosoft Word:
setting margins of entire document
selecting page orientation (Portrait or Lamaghe)
indenting first line of paragraphs
formatting paragraphs using bullets
formatting a document using two or more colamn
inserting and positioning graphics where dekir
10. Introduce the following word processing skills ugiMicrosoft Word:
setting margins for specific paragraphs
setting line space of paragraphs
formatting paragraphs using borders and/odislga
setting and use tabs
cutting, copying, and pasting text
using the thesaurus feature
using the find & replace feature
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Computer Skills List for Seventh Grade
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Use appropriate software (Microsoft Office) to ntain keyboarding skills, with an emphasis on spagdvell as
accuracy
Select and use developmentally appropriate progsaoned on a computer’s hard drive/CD—ROM
Follow the correct procedure for exiting a compuytergram
Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)
Handle software and computer equipment in apprtgviays without damaging it
Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files
Use the Internet to access and publish informatorcurriculum-based projects (abiding by the diss rules for
use and access)
8. Maintain the following word processing skills usikticrosoft Word:
saving a document
opening a previously saved document
previewing a document prior to printing
printing a document
changing font, font styld¢ld, italics, and_underling and size of text
setting margins of entire document
formatting paragraphs using left, center, andght alignment
indenting first line of paragraphs
deleting text
using thespell ChecKeature
inserting and positioning graphics where dekir
9. Reinforce the following word processing skills wgiMicrosoft Word:
selecting page orientation (Portrait or Lamaghe)
setting margins for specific paragraphs
setting line space of paragraphs
formatting paragraphs using bullets
formatting paragraphs using borders and/odislga
setting and use tabs
cutting, copying, and pasting text
using the thesaurus feature
using the find & replace feature
formatting a document using two or more colsmn
10. Introduce the following word processing skills usiMicrosoft Word:
using headers and footers in multi—-page dooisne
inserting a table of information in a document
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Computer Skills List for Eighth Grade

=

Use appropriate softward{crosoft Officg to maintain keyboarding skills, with an emphasisspeed as well as
accuracy

Select and use developmentally appropriate progsaoned on a computer’s hard drive/CD—ROM

Follow the correct procedure for exiting a compuytergram

Demonstrate proper care and handling of computeiiar{@oppy disk, CDs, etc.)

Handle software and computer equipment in apprpviays without damaging it

Show respect for other students’ work stored on dbmputer by not moving, altering, or damaging haot
student’s files

Use the Internet to access and publish informatorcurriculum—based projects (abiding by the diss rules for
use and access)

8. Maintain the following word processing skills usikticrosoft Word:

saving a document

opening a previously saved document

previewing a document prior to printing

printing a document

changing font, font styld¢ld, italics, and_underling and size of text
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setting margins of entire document
selecting page orientation (Portrait or Lamaghe)
formatting paragraphs using left, center, andght alignment
indenting first line of paragraphs
formatting paragraphs using bullets
deleting text
using thespell ChecKeature
formatting a document using two or more colamn
inserting and positioning graphics where dekir
9. Reinforce the following word processing skills wgiMicrosoft Word:
setting margins for specific paragraphs
setting line space of paragraphs
formatting paragraphs using borders and/odislga
setting and use tabs
using headers and footers in multi—-page dooisne
cutting, copying, and pasting text
using the thesaurus feature
using the find & replace feature
inserting a table of information in a document

High School Computer Class Descriptions

Computers I-Grades 9-12 General 1 Credit
Prerequisite: N/A

Students will first be introduced to the basic ligokind and history of computers, followed by anreieav of the
basic features of MS WINDOWS and Apple OSX. Thgamaomponents of MS OFFICE will be taught; namely
WORD, POWERPOINT, and EXCEL. Students will workhimn a structured, supervised program in a conpute
lab environment, where each computer user willHgpractice, apply, demonstrate and produce nurserou
challenging exercises, activities and projects Withclassroom teacher assuming the role as profg@litator and
guide.

Computers II-Grades 10-12 General 1 Credit

Prerequisite: Successful completion of Introduttio Computers/Teacher approval

Students will continue to learn advanced featuféd® OFFICE; namely INTERNET EXPLORER and/or ACCESS
and features of Apple OSX; namely Safari and/oefeikx. Students will work be introduced and workhaguch
programs as LABEL FACTORY, BUSINESS CARD FACTORYdaAART EXPLOSION. Increased time with use
of the digital camera will also be allowed. Studemork within a structured, supervised computbrdavironment,
where each computer user will learn, practice, apf#monstrate, and produce numerous challengiaeises,
activities, and projects with the classroom tea@ssuming the role as program facilitator and guide

Advanced Computers- Grades 10-12 General 1 Critd

Advanced Video Education. Students work with onecMemputer. Students learn all of knowledge ne¢dedake a
movie. Students work with two different prograrosis as IMovie and Final Cut Pro. Each student basake and
show off their own personal movie of their choitéhee Moose Dance Film Festival.

Word Processing Skills
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| = Introduce R = Reinforce IU = Indepentdser

Grade Levels

Creating, Saving, and Opening a Document 3 4 |5 6 [7 [8
UseSaveandSave As..commands to save a document || R [R [IU [IlU [IU
Use Open... command to retrieve a previously sall R IR [IU |IU [IU
document

| = Introduce R =Reinforce U = Independ&ser Grade Levels

Viewing and Printing Documents 3 4 |5 6 |7 [8
Use Print Preview command to view a document prior]l R [R [IU [IlU [IU
printing
Use Print... command to print the entire documentll R |R |IU JIU JIU
selected parts

| = Introduce R =Reinforce U = Independ&ser Grade Levels

Formatting Documents 3 4 5|6 |7 |8
Change font, font styléb6ld, italics, and_underling and siz{l |R |R |IU JIU JIU
of text
Set margins of entire document I |[R |R [IU]IU
Select page orientation (Portrait or Landscape) Il IR |[R |IU
Format paragraphs using left, center, and/or agjghment || IR |R |IU JIU JIU
Set margins of specific paragraphs I IR IR
Indent the first line of paragraphs I IR IR |IU|IU
Set line spacing of paragraphs I IR |R
Format paragraphs using bullets Il IR |[R |IU
Format paragraphs usiiprders & Shading... I IR IR
Set and use tabs I IR IR
Use headers and footers in a multi-page document I IR

| = Introduce R =Reinforce U = Independ¥&ser Grade Levels

Editing Text 3 4 5 6 [7 |8
Delete text I R |R [IUJIU JIU
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Cut, copy, and paste text I IR IR
UseSpell Checkfeature I IU JIU [IU
UseThesaurusfeature I IR IR
UseFind & Replacefeature I IR IR

| = Introduce R =Reinforce U = Independ&ser Grade Levels

Use Desktop Publishing Techniques 3 6 |7 |8
Format a document using two or more columns R IR |JIU
Insert a table of information in a document I IR
Insert and position graphics where desired in aident R |IU[IU

Implementation of the Technology Integration Plan

Due to the scope of this Technology IntegratiomPiais anticipated that for its full implementati,
especially in grades 6, 7, and 8 where the heav@gtentration of computer skills are outlined.ri8ig
in September 2006, teachers will make every effodssist their students in achieving the gradetlev
goals outlined in this plan.

Student achievement in the use of computer teclygohll be evaluated through informal observation

Evaluation of Student Achievement

by the teacher, by performance on skill tests,tanaligh the completion of academic projects relabed
grade level curriculums.

8. Technology Type and Costs and Coordination ofdfhding Resources

M.S.A.D. #12 TECHNOLOGY ACTION PLAN 2009-2012

GOALS ACTIVITIES HARDWARE/ COSTS FUNDING
SOFTWARE SOURCES
1. Annually None None Planned If needed, utilize
evaluate local budget
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Oversee
Technology
Needs of the
District

technology plan
Pursue
resources
Establish yearly
budget

Review
technology
related policies
Explore filtering
options and
security issues
Pursue a
visionary
outlook
Maintain
inventory and
licensing
Develop student]
publishing
policy

Improve
Academic
Achievement
and Teacher
Effectiveness

Increase district
technology
competency
level

Provide in-
service
Evaluate in-
service

None

$24,300.00

1. E-Rate funds,
local budget and
Ed. Tech. Funds

Integrate
Technology
with
Curricula,
Instruction
and
Assessment

Document
current
curriculum
Revise
curriculum to
align with
Maine’s
Learning
Results and
NCLB
Standards

None

1. Teacher
Stipends
$6250.00

2. Consultant
Fees
$5000.00

3. Secretarial
Services
$450.00

4. Materials
and Supplies
$500.00

1. Local reserve
funds

2. Combination
of state and
federal grants

3. Combination
of state and
federal grants

4. Local budget

Community
and Parental
Involvement

Establish
relationships
with local
organizations &
businesses
Maintain and
improve the
district website
Publish and
showcase
student
technology
work

Explore
additional ways
to use

technology for

1. Web Hosting
Fees
2. Adult Ed.

program publishing

costs
3. none
4. web software

1. $460.00
annually
2. $450.00
annually
3. $500.00
annually
4. $500.00
annually

1. Local budget
2. Adult Ed.
budget

3. Local budget
4. State & federal
grants.
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community
communication

Increase access 1. 12 laptop 1. $28,800.00 Federal and

to computers for| computers for laptop state grants

specific 2. ATM service computers E-Rate funds

curriculum technology 2. $24,300.00 and local
Technology areas 3. Library for ATM budget
that Supports| Provide portable automation technology Federal and
Curriculum labs software 3. $5,500.00- state grants
and Automate the 4. Assessment library Local budget
Administrati library software automation and/or federal
ve Needs circulation 5. Upgrade of software and state

system administrative 4. $7,500.00- grants

Support a software assessment Local budget

Comprehensive 6. none software Local budget

Local 5. $12,500.00

Assessment administrativ

System e software

Administrative upgrade

applications: 6. $31,000.00

budgeting, technology

accounting, coordinator

student records salary and

Provide benefits

technology

support

personnel

Replace and 1. 4 computers 1. $8,400.00 Federal and

update old purchased per 2. $9,000.00 state grants

computers in the year 3. $6,000.00 Federal and
Replace, lab 2. 6 peryear 4. $670.00 state grants
Maintain, Update 3. Wireless airport 5. $1,600.00 Federal and
Update, classroom systems 6. $4,000.00 state grants
Improve and computers 5. LCD 7. $3,500.00 Local funds
Dispose of Pursue wireless projectors-2 at annual Fed. & State
Hardware technology $800.00 8. no cost grants
and Software Add more 6. As needed Fed. & State

laptop 7. Miscellaneous grants

computers to the parts, printer Local

lab cartridges, etc. Local

Provide an LCD
projector at each
building level
Software
upgrades
Maintain
inventory of
parts
Reallocate old

equipment

9. Supporting Resources
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Supporting resources include but are not limitedAd M service, web hosting services, software
updates, library automation software and assesssoéimiare. These items are required in addition to
new and updated hardware and supplies to ensuseititessful and effective use of technology in
M.S.A.D. #12.

10. Steps to Increase Accessibility

The goals of the M.S.A.D. #12 Technology Plan efisure that students and teachers have increased
access to technology. The Technology Integratian Rill assist teachers to integrate technology
effectively into curricula and instruction. Ed.che funds, when secured, will be used to increlase t
proficiency levels of staff members, thereby insieg accessibility of students.

11. Promotion of Various Curricula and Teaching Stategies that
Integrate Technology

As the district will be updating its technology gaulum during the course of 2006 and 2009, it will
continue to explore and identify strategies thdk wiegrate technology effectively into the gerlera
curriculum based on a review of relevant reseaant,will promote the introduction of such strategie
to lead to improvements in student academic acmewt. See goal #3 of the M.S.A.D. #12
Technology Action Plan.

12. Professional Development

Through the use of local budget funds, E-Rate fuadsipport the district's ATM service and Ed. Tech
grant funds as approved, sustained profession@la@went for teachers, principals, administratansl
school library media personnel will be providedudher the effective use of technology in the
classroom and library media center. See goal #8eoM.S.A.D. #12 Technology Action Plan.

13. Innovative Delivery Strategies

M.S.A.D. #12 has acquired its ATM service, satelttansmission service and on-line resources to
encourage and offer specialized or rigorous courBegause of the geographic location of the distri
students do not currently have access to manyeofipiper level rigorous courses required or sugdeste
for college admissions. These innovative delivargtegies should ensure equity of opportunityofar
students.
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14. Accountability Measures

This Technology Plan is intended to be an ever-gingndocument. It will be reviewed on a yearly
basis by the District's Technology Planning Comesdttinput from the teaching staff as to the plan’s
effectiveness, sequence of skills, etc. will begdduNew technologies, software, hardware appragche
etc. will be incorporated into the plan. Any propdschanges to the Technology Plan will be presented
to the School Committee for its review and apprdwaldune of each school year.

M.S.A.D. #12's technology plan is based on our tetbgy curriculum in conjunction with the State of
Maine Learning Results. It is our intent that éstablished benchmarks will become part of the
district’s technology curriculum which will be met exceeded as a result of this plan. As techryolog
becomes more and more a part of everyday lifeillitalgo become a transparent yet critical componen
of the school environment.

15. Policies

NEPN/NSBA Code: GCSA

M.S.A.D. #12 POLICY
EMPLOYEE COMPUTER AND INTERNET USE

M.S.A.D. #12 provides computers, networks and hetraccess to support the educati
mission of the school and to enhance the curricidaohlearning opportunities for students
school staff.

Employees are to utilize the school's computersworks and Internet services for school-
related purposes and performance of job dutiesdéntal personal use of school compute
permitted as long as such use does not interfetd thie employee’s job duties ¢
performancewith system operations or other system usergidéntal personal use” is defir

as use by an individual employee for occasionakg®al communications. Employees
reminded that such personal use must comply withgblicy and all other applicabdlpolicies
procedures and rules.

Any employee who violates this policy and/or anjesugoverning use of the school ur
computers will be subject to disciplinary actiop, t and including discharge. lllegal use
the school unit's computers will also result inereél to law enforcement authorities.

All M.S.A.D. #12 computers remain under the contmlstody and supervision of the sct
unit. The school unit reserves the right to moniéir computer and Internet activity
employees. Employees have no expectation of priwratyeir use of school computers.

Each employee authorized to access the schookuwathputers, network and Internet serv
28



is required to sign an acknowledgment form (GCSAstating that they have read this pc
ard the accompanying rules. The acknowledgment foithbe retained in the employe
personnel file.

The Superintendent shall be responsible for overgade implementation of this policy
the accompanying rules and for advising the Bodirth® needor any future amendments
revisions to the policy/rules. The Superintendersyndevelop additional administrat
procedures/ rules governing the daydy management and operations of the school
computer system as long as they are consistetih whe Board’s policy/rules. TI
Superintendent may delegate specific responsdsliib building principals and others as he
deems appropriate.

Cross referencesCsA-R—Employee Computer and Internet Use Rules
IINDB—Student Computer and Internet Use
IINDB-R—Student Computer and Internet Use Rules

Adopted: December 11, 2002

NEPN/NSBA Code: GCSAR

M.S.A.D. #12 POLICY
EMPLOYEE COMPUTER AND INTERNET USE RULES

The intent of these Board-level rules is to provedeployees with general requiremeruds itilizing
the school's computers, networks and Internet sesviThe Board rules may be supplemente
more specific administrative procedures and rugeming day-taday management and opera
of the computer system.

These rules provide geneglidelines and examples of prohibited uses fostithtive purposes k
do not attempt to state all required or prohibietivities by users. Employees who have ques
regarding whether a particular activity or use éseptable should seek furthgumidance from tr
system administrator.

Failure to comply with Board policy GCSA, theseasiand/or other established procedures or
governing computer use may result in disciplinasyam, up to and including discharge. lllegal
of the school unit’'s computers will also resultréferral to law enforcement authorities.

A. Access to School Computers, Networks and InteBeevices
The level of access that employees have to schobtamputers, networks and Internet sen
is based upon specific employee job requiremerdsaeds.

B. Acceptable Use
Employee access to the school’'s computers, nesaanill Internet services is provided for
administrative, educational, communication andaegepurposes consistent with the school
unit’s educational mission, curriculum and instructionadlg. General rules and expectation:
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professional behavior and communication apply toafghe school unit's computers, networks
and Internet services. Employees are to utilizestt®ol unit's computers, networks and
Internet services for school-related purposes anfbpnance of job duties. Incidental personal
use of school computers is permitted as long ds sse does not interfere with the employee’s
job duties and performance, with system operatowraher system users. “Incidental personal
use” is defined as use by an individual employeeé&zasional personal communications.
Employees are reminded that such personal useaoogily with this policy and all other
applicable policies, procedures and rules.

C. Prohibited Use
The employee is responsible for his/her actionsaatidities involving school computers,
networks and Internet services and for his/her agerdiles, passwords and accounts. General
examples of unacceptable uses which are expresstybited include, but are not limited to, the
following:
1. Any use that is illegal or in violation of othBoard policies, including harassing,
discriminatory or threatening communications anklawor, violations of copyright laws, etc.;

2. Any use involving materials that are obsceneng@graphic, sexually explicit or sexue
suggestive;

. Any inappropriate communications with studemntsyaors;

. Any use for private financial gain, or commelkcalvertising or solicitation purposes;

. Any use as a forum for communicating bgna# or any other medium with other school u
or outside parties to solicit, proselytize, advecat communicate the views of an indivic
or non-school sponsored organization; to solicibmnership in or support of any non-school-
sponsored organization; or to raise funds for amy-school-sponsored purpose, whether for-
profit or not-for-profit. No employee shall knowilygprovide school ewnail addresses
outside parties whose intent if to commurgcatith school employees, students and/or
families for nonschool purposes. Employees who are uncertain ashtgther particule
activities are acceptable should seek further guidarom the building principal or ott
appropriate administrator.

. Any communication that represents personal viewthase of the school unit or that coulc
misinterpreted as such;

7. Downloading or loading software or applicatiomsthout permission from the syst

administrator;

8. Opening or forwarding any e-mattachments (executable files) from unknown soueseto

that may contain viruses;

9. Sending mass e-mails to school users or oufsidies for school or nosehool purpost

without the permission of the system administrakesignee;

10. Any malicioususe or disruption of the school unit's computersfworks and Intern

services or breach of security features;

11. Any misuse or damage to the school unit's caerpequipment;

12. Misuse of the computer passwords or accountpl(®ee or other users);

13. Any communications that are in violation of gexly accepted rules of network etiqut

and/or professional conduct;

14. Any attempt to access unauthorized sites;

15. Failing to report a known breach of computeusigy to the system administrator;

16. Using school computers, networks and Internetices after such access has been deni

revoked; and,

17. Any attempt to delete, erase or otherwise anea@y information stored on a sch

g b~ Ww
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computer that violates these rules.

D. No Expectation of Privacy
The school unit retains control, custody and supem of all computers, networks and Inte
services owned or leased by the school unit. Thedcunit reserves the right to monitor
computers and Internet activity by employees artteroystem users. Employees have
expectation of privacy in their use of school comeps, including enail messages and sto
files.

E. Confidentiality of Information
Employees are expected to use appropriate judgamehtaution in communications concerning
students and staff to ensure that personally iflebke information remains confidential.

F. Staff Responsibilities to Students
Teachers, staff members and volunteers who usi®ol computers for instructional purpc
with students have a duty care to supervise such use. Teachers, staff mmsnainel voluntee
are expected to be familiar with the school umpitdicies and rules concerning student comy
and Internet use and to enforce them. When, irctluese of their duties, employees/vaieer:
become aware of student violations, they are eerpetd stop the activity and inform -
building principal/designee.

G. Compensation for Losses, Costs and/or Damages
The employee shall be responsible for any lossests ©r damages incurred hetschool un
related to violations of policy GCSA and/or theskes.

H. School Unit Assumes No Responsibility for Unawithed Charges, Costs or lllegal Use
The school assumes no responsibility for any uraigéd charges made by employ
including hut not limited to credit card charges, subscrigidiong distance telephone char
equipment and line costs, or for any illegal usé€omputers such as copyright violations.

|. Employee Acknowledgment Required
Each employee authorized to access the schookwthputers, networks and Internet services isimed|to sign
an acknowledgment form (GCSA-E) stating that thayehread policy GCSA and these rules. The ackn@mhenht
form will be retained in the employee’s persontilel f

Cross referencescsa—Employee Computer and Internet Use
IINDB—Student Computer and Internet Use
IINDB-R—Student Computer and Internet Use Rules

Adopted: December 11, 2002

NEPN/NSBA Code: IJNDB

M.S.A.D. #12 POLICY
STUDENT COMPUTER AND INTERNET USE
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M.S.A.D. #12 provides computers, networks and hdeaccess to support the educational
mission of the schools and to enhance the curmewdod learning opportunities for students
and school staff. The Board believes that the nessuavailable through the Internet are of
significant value in the learning process and priegsstudents for future success. At the
same time, the unregulated availability of inforirmatand communication on the Internet
requires that schools establish reasonable coritolawful, efficient and appropriate use of
this technology.

Student use of school computers, networks andrieteservices is a privilege not a ri
Students are required to comply with this policg ahe accompanying rules. Students
violate the policy and/orules may have their computer privileges revoked auay also b
subject to further disciplinary and/or legal action

All M.S.A.D. #12 computers remain under the contonistody and supervision of the sct
unit. The school unit reserves the right t@mtor all computer and Internet activity
students. Students have no expectation of privatlyair use of school computers.

While reasonable precautions will be taken to superstudent use of the Internet, M.S./
#12 cannot reasonably prevent adappropriate uses, including access to objeatits
materials and communication with persons outsidghef school, in violation of Boa
policies/procedures and school rules. The scholisimot responsible for the accuracy
guality of information that students obtain throubhk Internet.

Before a student is allowed to use Internet sesyidhe student and the stude
parent/guardian must sign and return the Studeetrnat Access Acknowledgment Fc
(IINDB-E). The signed acknowledgment via# retained by the school and will be place
the student’s permanent record folder. The sigmngd@vledgment will remain in effect ur
revoked in writing by the student’s parent/guardarby the school, or until a new policy
implemented. It wil be the responsibility of the school principal rdhis designee
properly maintain these Internet access records tandreate and update as neede
accurate list of all students with Internet acqadaleges.

The Superintendent shall be respibite for overseeing the implementation of thisiggohnc
the accompanying rules and for advising the Boatti@need for any future amendment
revisions to the policy/rules. The Superintendergyndevelop additional administrat
procedures/rules governing the day-day management and operations of the school
computer system as long as they are consistent thi¢h Board's policy/rules. TI
Superintendent may delegate specific responséslito building principals and others
he/she deems appropriate.

Cross ReferenceINDB-R— Student Computer and Internet Use Rules

Adopted: Auqust 13, 2002




NEPN/NSBA Code: IJNDB-R

M.S.A.D. #12 POLICY
STUDENT COMPUTER AND INTERNET USE RULES

These rules implement Board policy IINDB — Studéompuer and Internet Use. The rules
intended to provide general guidelines and exampuigsohibited uses but do not attempt to ¢
all required or prohibited activities by users. l&@ to comply with Board policy IJINDB —
Student Computer and Interngdse and these rules may result in loss of comparer Interne
access privileges, disciplinary action and/or leggion.

A. Computer Use is a Privilege, Not a Right
Student use of the school unit's computers, netsvarkd Internet services is a prage, not
right. Unacceptable use/activity may result in nsgpon or cancellation of privileges as \
as additional disciplinary and/or legal action.

The building principal shall have final authority decide whether a student’s privileges
be denied or revoked.

B. Acceptable Use
Student access to the school unit’s computers,or&srand Internet services are provided for edanatipurpose
and research consistent with the school unit’s atimeal mission, curriculum and instructional goals

The same rules and expectations govern studenbfusemputers as apply to other stuc
conduct and communications.

Students are further expected to comply with theges and all specific instructions from
teacher or other supervising staff menmieolunteer when accessing the school u
computers, networks and Internet services.

C. Prohibited Use

The user is responsible for his/her actions andities involving school unit computers,

networks and Internet services and for his/her agerdiles, passwords and accounts.

Examples of unacceptable uses that are expresshbed include but are not limited to the

following:

1. Accessing Inappropriate Materialg\ecessing, submitting, posting, publishing, forwagg
downloading, scanning odisplaying materials that are defamatory, abusmascene
vulgar, sexually explicit, sexually suggestive,etdiening, discriminatory, harassing an
illegal;

2. lllegal Activities — Using the school unit’s cpniters, networks and Internet servicasdny
illegal activity or activity that violates other Bal policies, procedures and/or school rules;

3. Violating Copyrights -Copying or downloading copyrighted materials withthe owner’
permission;

4. Plagiarism — Representing as one’s own workraaterials obtained on the Internet (s
as term papers, articles, etc.). When Internetcesuare used in student work, the au
publisher and Web site must be identified;

5. Copying Software — Copying or downloading sofevavithout the express auathization o
the system administrator;



6. Non-School-Related UsesUsing the school unit's computers, networks ancbrimg
services for non-schoaklated purposes such as private financial gairmneercial
advertising or solicitation purposes;

7. Misuse of Passwords/Unauthorized AccessSharing passwords, using other us
passwords without permission and/or accessing oidens’ accounts;

8. Malicious Use/Vandalism Any malicious use, disruption or harm to the schooit’s
computers, networks andternet services, including but not limited to kiag activities
and creation/uploading of computer viruses; and

9. Unauthorized Access to Chat Rooms/News Groufiscessing chat rooms or news grc
without specific authorization from the supervisiegcher.

D. No Expectation of Privacy

The school unit retains control, custody and sup&m of all computers, networks and
Internet services owned or leased by the school Tihe school unit reserves the right to
monitor all computer and Internet activity by stote Students have no expectations of
privacy in their use of school computers, includgagnail and stored files.

E. Compensation for Losses, Costs and/or Damages
The student and/or the student’s parent/guardial lsé responsible for compensating the
school unit for any losses, costs or damages iadury the school unit related to violations of
policy IINDB — Student Computer and Internet Usd/anthese rules, including
investigation of violations.

F. School Unit Assumes No Responsibility for Unauthed Charges, Costs or lllegal Use
The school unit assumes no responsibility for amyuthorized charges made by students
including but not limited to credit card charges)d distance telephone charges, equipment
and line costs, or for any illegal use of its cotepsi such as copyright violations.

G. Student Security
A student shall not reveal his/her full name, addrer telephone number on the Internet
without prior permission from a supervising teacl&udents should never meet people they
have contacted through the Internet without patgra@anission. Students should inform their
supervising teacher if they access information essages that are dangerous, inapproprie
make them uncomfortable in any way.

H. System Security
The security of the school unit's computers, neksa@nd Internet services is a high priority.
Any user who identifies a security problem musifgdhe system administrator. The user
shall not demonstrate the problem to others. Ay udo attempts or causes a breach of
system security shall have his/her privileges redo&nd may be subject to additional
disciplinary and/or legal action.

|. Parental Permission Required
Students and their parent/guardian are requiretgtoand return the Student Internet Access
Acknowledgment Form (IJINDB-E) before being allowedise school computers for
accessing the Internet.
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Cross Referenc@INDB — Student Computer and Internet Use

Adopted: August 13, 2002

NEPN/NSBA Code: IINDC

M.S.A.D. #12 POLICY
DISTRICT WEB SITE/WEB PAGES

M.S.A.D. #12 maintains an official web site to piade general information about our school sys
as well as information about educational programdracurricular activities, school events,
student and staff achievements.isTiveb site is intended to support the educatiomgkion of th
school, to enhance the curriculum and learning dppdies for students and staff, and to pro
valuable information to the larger community about schools. The web site does not t¥egor is i
intended to create, a public or limited public foru

The Board recognizes that the District must esthbfeasonable controls to protect the privac
students and staff, to ensure that the web siteagsmpliance with applicable lawand to ensure tF

it meets the highest educational and quality statsdarhe Superintendent shall be responsibl
overseeing the implementation of this policy anel #itcompanying guidelines, and for advising
Board of the need for any future amemghts or revisions to the policy or guidelines.
Superintendent may develop additional administeapvocedures and/or rules governing the day-to-
day management and operations of the M.S.A.D. #4I2 site, consistent with the Board's policy
guidelines. The Superintendent may delegate specific nsggbties to the Technology Coordina

or the District Webmaster as he/she deems apptepria

Legal Reference: 20 USC § 1232g; 34 CFR Part 99

20-A MRSA § 6001

17 USC 8§ 101 et seq.

PL 106-554

Cross Referenc&CsA- Employee Computer and Internet Use

IJNDB - Student and Computer Internet Use

IINDC-R— School System Web Site/Web Pages Administr&naeedures
JRA - Student Educational Records

Adopted: December 11, 2002
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NEPN/NSBA Code: IINDCR

M.S.A.D. #12 POLICY
DISTRICT WEB SITE/WEB PAGES ADMINISTRATIVE PROCEDUES

A. Web Site Purpo
The purpose of M.S.A.D. #12's official web sitéagprovide general information about our school
system as well as information about educationajamms, extracurricular activities, school events,
and student and staff achievements. The web si¢eisded to support the educational mission of
the school, to enhance the curriculum and learapyprtunities for students and staff, and to
provide valuable information to the larger commumabout our schools. The following guidelines
are intended to ensure that the web site meets tieeds and to establish reasonable controls to
protect the privacy of students and staff, to emshbat the web site is in comgtice with applicabl
laws, and to ensure that it meets the highest ¢idnehand quality standards.

B. Web Site Structu

M.S.A.D. #12's web site includes the following campnts:

1. System-wide information (including but not liedk to Central Officénformation, School Boa
information, Safety Committee information);

2. School calendar information;

3. Individual department, grade level and/or clagsr information (including student work anc
teacher-created work and resources; and

4. School-sponsored extracurricular organizatidormation.

C. M.S.A.D. #12 Authority and Webmaster Resportgiil
M.S.A.D. #12 reserves the right to edit, deletenadify any web page content as it sees fit to
comply with the intended purposes of the web sigthese guidelines. The Superintendent shall
designate a Webmaster(s), who shall be resporfsibieaintaining the web site, approving all
material to be posted on the site, and monitorlhgeb site activities for compliance with Board
policies, applicable laws and regulations, andelgsdelines. If the Webmaster(s) is unsure
whether particular material is appropriate, he/ed! consult with the Superintendent, whose
decision shall be final. Only the Webmaster(s), atieér authorized school staff, shall have
password-protected access to the web server te plat remove web pages and content.

D. Content, Quality, and Subject Mai

1. M.S.A.D. #12's web site does not create, nar iistended to create, a public or limited pu
forum. All mateials placed on the web site must serve the eduetimission of the district a
comply with all Board policies, administrative peattires, and school rules concerning
publication and distribution of school-sponsoredearials.

2. All materials plaed on the web site must meet academic standargsdper spelling, grammi
content, and accuracy.

3. All materials placed on the web site must compith all Board policies, administrati
procedures, and school rules concerning the adudepiae of technology.

4. Web page content must be limited to school-sp@usinformation and activities. No personal

student or staff web pages, chat rooms, or disonggioups are permitted on the web site.

E. Confidentiality of Student Informati
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1. The web site shall be in compliance with alllaggble confidentiality laws and regulations.

2. At no time shall personal information about stoutd (such as home address, telephone number, e-
mail address, birth date, social security number) er information mael confidential by state
federal law appear on the web site. The web sitenoet include any information that indica
the physical location of students at any given fiotber than attendance at a particular schc
participation in school activities.

3. Student information, photographs, or work maly dr@ published on the web site if the stud:
parent/guardian has signed the Parent/GuardianefAgget Form to Publish Student Informat
For purposes of these guidelines, student infoonatidudes name, class rosters, awards/hc
received, and team/extracurricular activity pap@tion lists.

F. Confidentiality of Staff Informatic
1. At no time shall personal information about fségfpear on the web site (including home add
home telephone number, home e-mail address, katth docial security number, etc.).
2. Because the district web site is maintainedart pp enhance communication with students
their families, the school e-mail address and/drost telephone numbers ofa#t may b
published on the web site.

G. Copyright

1. Appropriate permission will be obtained befong aopyrighted or trademarked material is
on the web site. No copyrighted material may beragpced, transmitted or stored on
district's web site without obtaining permissioarfr the copyright owner.

2. Students shall retain the copyright on matetlads they create.

3. An appropriate copyright notice will appear wit copyrighted material published on the \
site.

4. Except for the abovexceptions, all web pages and materials publisimethe web site are t
property of and owned by M.S.A.D. #12.

H. Advertising
The district's web site will not include any adigrtg, nor will it include any selling activities
outside of publicity for schoadponsored and/or approved fundraising activitieeview M.S.A.D
#12 Policy KHB - Advertising in the Schools).

l. Links to External Site
1. M.S.A.D. #12's web site will nanclude links to any personal web sites of stuslamtd staff.
2. The wé site may include links only to web sites that éen@emonstrated educational valu

students, staff and/or community, as deemed apiptedry the Webmaster(s).

3. The web site shall include a disclaimer inforguirsers that links are provided as a @mence, and that the district does not endorsethites ¢
have any responsibility for the content of thesessi

Cross ReferenceINDC - School System Web Site/Web Pages
IINDC-E — Agreement to Publish Student Information onDinsrict's Web Site

Adopted: December 11, 2002
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ATTACHMENT A
M.S.A.D. #12 TECHNOLOGY HARDWARE INVENTORY

February 2006
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