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I .  Statement of Objective 

The Easton Area School District (EASD) in accordance with district policy, supports the use of 
the Internet and other technologies in the district's instructional program in order to facilitate 
learning and teaching through interpersonal communications, access to information, research, 
and collaboration. The use of the EASD technologies shall be consistent with and enhance the 
curriculum adopted by the school district and consider the varied instructional needs, learning 
styles, abilities, and developmental levels of students. 
 
 
I I .  Organizational Responsibility and Pr ivacy 
 
The EASD establishes that use of the EASD Technology is a privilege, not a right.  
Inappropriate, unauthorized, and/or illegal use may result in cancellation of this privilege and 
appropriate disciplinary action.  

The electronic information available to students and staff does not imply endorsement of the 
content by the school district, nor does the district guarantee the accuracy of information 
received from the Internet.   

The district shall not be responsible for any information that may be lost, damaged, or 
unavailable when using the EASD technology.  Backup of said materials are the responsibility of 
the person creating/using them. 

The school district shall not be responsible for any unauthorized charges or fees resulting from 
access to the Internet. 

The EASD shall not be responsible for any damages incurred by downloading viruses and/or 
similar invasive technologies from the Internet. 

 The level of access that employees have to school computers, network, and Internet services is 
based upon specific employee job requirements and needs.  

EASD attempts to maintain the confidentiality of its users. All users must comply with Federal 
Educational Rights and Privacy Act ( FERPA) 

The EASD requires students and staff to sign, manually or electronically, an acknowledgement 
that they received and read the Acceptable Use Policy (AUP).  Users will be provided with 
copies of any and all amendments and revisions of this policy upon receipt of school board 
approval.�  

The EASD shall make every effort to ensure that students and staff use this educational resource 
responsibly.  
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 As required by the ChildrenÕs Internet Protection Act (CIPA) and the Neighborhood Protection 
Act, the EASD has installed filtering software to restrict and monitor the use of the Internet, e-
mail, newsgroups, FTP and chat. However, no filtering software is 100% effective. EASD 
reserves the right to disable the filtering software to facilitate specific educational purposes from 
time to time. Requests to block or unblock should be referred to the building Classroom 
Technology Coordinator. 
 
Students and staff have the responsibility to respect and protect the rights of every user in the 
district and on the Internet. All EASD staff and students are responsible for reading and 
following this policy.  
 
Users should understand that there is a distinct lack of confidentiality on the Internet.  EASD 
policy indicates the e-mail system is for business use only and prohibits any business unrelated 
to district matters. The policy does recognize that employees may use their e-mail for 
"incidental" personal use, but that they can expect no privacy.  The policy defines incidental use 
as casual, minor, insignificant or occasional "that does not impact an employee's duties or 
impede educational operations." 
 
Users of the EASD technologies should not have an expectation of privacy in the materials that 
are created, sent or received by them on EASD systems.  To the extent allowed by laws and 
regulations, EASD authorized personnel may examine all material stored on EASD systems 
without prior notice.  

Messages that are created, sent or received using the EASD email system are the property of the 
EASD. The EASD reserves the right to access and disclose the contents of all messages created, 
sent or received using the email system. The email system is strictly for official EASD 
messaging. 

Subject to local laws and regulations, the EASD may monitor any aspects of its computerized 
resources, including, but not limited to, monitoring sites visited by users on the internet, 
monitoring chat groups and newsgroups, reviewing material downloaded or uploaded to the 
internet by an EASD user, reviewing email sent and received by EASD users and to monitor 
fileserver space utilization by district and outside users. 

EASD reserves the right to amend and/or revise this policy at any time as the need arises. 
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I I I .  Personnel Responsibilities 
 
EASD personnel are expected to be familiar with the school policies and rules concerning 
student computer and Internet use and to enforce them. It is the responsibility of EASD 
personnel to directly supervise students and monitor computers in the use of the Internet and 
other EASD technologies. All EASD personnel who utilize school technology for instructional 
purposes with students have a professional responsibility to help students develop the skills 
necessary to identify information sources appropriate to their age and developmental levels and 
to evaluate the information needed to meet their educational goals. Students should not utilize 
computers for any non-academic purposes, and students are not permitted to use the Internet 
without direct adult supervision. When, in the course of their duties, personnel become aware of 
student violations, they are expected to stop the activity and inform the building principal and 
classroom technology coordinator immediately. 
 
 
IV.  Acceptable Use 
 
Network 
 
System security is protected through the use of district provided passwords, which shall not be 
changed by users.  Failure to adequately protect passwords could result in unauthorized access to 
personal or district files.  To protect the integrity of the system, the following guidelines shall be 
followed: 
!  Staff and students shall not reveal their passwords to another individual. 
!  Users are not to use a computer that has been logged in under another userÕs name 
!  Users are not to use a computer that has been logged in under a teacherÕs name without the 

teacherÕs specific permission 
!  Any user identified as a security risk or having a history of problems with other computer 

systems may be denied access to the network. 
!  Users are required to log off of the network when finished 
!  Users may not use the network to intentionally obtain or modify files, passwords, and data 

belonging to other users. 
!  Students may not install or use unauthorized games, applications, files, or other electronic 

media. 
!  Users may not use the network in such a way as to disrupt the work of other users. 
!  Users must comply with EASD network storage limitations 
!  No attempt should be made to store inappropriate materials on the network 
 
 
Internet 
 
In making decisions regarding student access to the Internet, EASD considers its own 
educational mission, goals, and objectives.  Electronic information research skills are now 
fundamental to the preparation of citizens and future employees.  EASD expects that faculty will 
blend thoughtful use of the Internet throughout the curriculum and will provide guidance and 
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instruction to students in its use.  Students and staff are expected to act in a responsible, ethical, 
and legal manner in accordance with district policy and federal and state law. 
 
Specifically, the following uses are prohibited: 

!  Using the Internet for commercial or for-profit purposes  
!  Using the Internet for product advertisement or political lobbying  
!  Unauthorized or illegal downloading, installation, distribution, reproduction, or use of 

copyrighted materials from the Internet  
!  Accessing, uploading, downloading, or distributing pornographic, obscene, or sexually 

explicit material 
!  Using the Internet to violate any local, state, or federal statute 
!  Using the Internet to communicate with persons unknown.   
!  Giving personal information in email, blogs, instant messages, chat rooms or other 

Internet communication devices.  This includes, but is not limited to, full names, friendsÕ 
names, addresses, phone numbers, school, and activities. 

 
 
E-Mail 
 
EASD expects the users of the district electronic mail system to follow these accepted 
guidelines: 

!  Correspond with the understanding that email is not guaranteed to be private. 
!  Never send chain letters.  
!  Be polite.  Your messages should never be abusive to others. 
!  Use appropriate language.  Do not swear or use vulgarities. 
!  Mail should be used for academic, work related correspondences, but Òincidental 

personal useÓ is allowed. 
!  Use mixed case.  UPPER CASE LOOKS AS IF YOUÕRE SHOUTING. 
!  Mail should have a subject heading which reflects the content of the message. 
!  Group mail is to be used only for communications directly relating to district professional 

responsibilities. 
!  Never impersonate another user, send mail anonymously, or use a pseudonym. 
!  Do not open email of unknown origin. 
!  Check e-mail often and remain within your limited quota. 

 
 
Hardware and Software 
 
In order to maintain adherence to copyright law and to increase security and reliability of 
systems, users are expected to utilize hardware and software in a manner that enables its ongoing 
usage.  To this end, EASD staff and students are responsible for informing the Technical Support 
staff immediately if, at any time, the hardware and/or software does not work properly.  EASD 
Technical Staff and students must respect computer equipment and all peripherals.  No attempt 
should be made to store any inappropriate materials on any EASD technologies.  Users are, 
under no circumstances, to attempt to repair or reconfigure a district-owned computer in any 
way. 
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Printing 
 
All the items in this AUP apply to printers and the jobs that users send to the printers including 
but not limited to copyright, excessive use, personal use, inappropriate material and monitoring.  
Users can also refer to the Guidelines for Printing Services found in Appendix B for specifics on 
photocopying. 
 
 
Home Use 
 
The AUP for the EASD applies to both in school and at home use. 
 
To ensure that students and staff use these educational resources responsibly while at home, it is 
imperative that the following provisions are understood: 

 
!  Absolutely no one other than the district employee or student uses his or her district 

issued laptop or equipment. 
!  District policy for behavior and communication apply when using the Internet, according 

to the stipulations of this policy. 
!  Users should have no expectation of privacy while utilizing the computer at home. 
!  At home technology support should not be expected from EASD; it is the usersÕ 

responsibility to report any problems with equipment immediately to the building 
Classroom Technology Coordinator. 

!  Any and all costs incurred by the EASD for repairs caused by negligent use may be the 
financial responsibility of the user who has created the problem.  Under no circumstances 
should the user attempt take district owned technology to local service providers nor 
should the user attempt to repair technology him/herself.   

!  When at home, the computer should always be located in common family area with adult 
supervision.    

 
Additionally, families should be aware that some material accessible via the Internet might 
contain items that are illegal, defamatory, inaccurate, or potentially offensive to some people. 
Also, it is possible to purchase certain goods and services via the Internet, which could result in 
unwanted financial obligations for which a student's parent or guardian would be liable. 
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Copyright 
 
The illegal use of copyrighted software by students and staff is prohibited.  Any data uploaded to 
or downloaded from the network shall be subject to the guidelines put forth in the Digital 
Millennium Copyright Act (HR2281), October 1998 and the Technology, Education, and 
Copyright Harmonization (TEACH) Act. 
 
(See Technology and Learning Guidelines for Administrators chart to learn what is permissible 
under the law. See appendix A.) 
 
 
V.  WebPage Guidelines 
 
All EASD sponsored and maintained websites (which includes all school, teacher, or classroom 
WebPages for educational purposes) must be hosted from district owned and operated computer 
server(s) on school property and must adhere to procedures and guidelines of the Acceptable Use 
Policy.   
 
 
Rationale:  
 
School WebPages are public documents welcoming the outside world to the school and linking 
students and staff to outside sources of information. Guidelines are required in the construction 
of school WebPages to ensure that information on the pages is appropriate for any Internet user 
to access and is free from advertising or news items which may not be appropriate for students. 
The content of school WebPages must be consistent with the educational mission, goals, 
strategic plan and objectives of the EASD and School Board policies. All district sponsored and 
maintained websites are property of Easton Area School District. 
 
 
Disclaimer of Liability: 
 
The EASD Technology Department does not warrant nor guarantee access or data integrity of 
student developed web content. Any and all web content created for class projects or course 
work should be backed up frequently using local resources.  
 
The EASD Technology Department reserves the right to immediately stop access to or from any 
site which may be in violation of this AUP or otherwise poses a risk to the districtÕs network, 
personnel or other technology resources.  
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Requirements/Goals:   
 
In producing informational/educational WebPages, the following goals will be considered:   
 
1. Guidelines 
All websites will conform to district guidelines. Each site must contain the following: 

!  The date of the last revision  
!  AuthorÕs contact information 
!  A link back to www.eastonsd.org 
!  Each schoolÕs Classroom Technology Coordinator shall approve all teacher WebPages. 
!  There should be no advertisements on the website. 

 
2. Content  
Material placed on WebPages is expected to meet academic standards for proper conventions 
and accuracy of information.  
 

!  All links must be functional 
!  All pages must have accurate spelling and grammar 
!  The subject matter must be appropriate for school 
!  All content must be accurate 
!  No websites shall be created to sell items or promote a cause 
 

3. Student Safety  
When posting information to the Web, it is important to consider that anyone can view that 
information.  Special care should be taken when posting student information to the Web. 

!  No webpage content should allow people accessing the page to contact any student 
directly.  

!  If a studentÕs picture or project is to be published on the Internet or transmitted outside of 
the district, a signed parent or guardian permission release form is required. NOTE:  Only 
one form needs to be signed per year and can be used throughout the year to post photos 
and projects on the Web. 

!  Public WebPages and other forms of electronic data transfer outside of the districtÕs digital 
network shall not contain any personal student information. Schools should proceed with 
caution and sensitivity in this area.  

!  Student photographs, drawings, and written work that are published on a class or school 
page may NOT contain any personal information that can be linked to the student.  

!  Teachers may use first names and last initials or other codes, such as the teacherÕs name 
and a number for each student within the webpage and with all file names. 

   
4. Respecting Copyright  
Copyright will be respected. The author of the webpage will not use copyrighted materials 
without permission.  
 
5. Style Guide   
The following items are recommended:  

!  Avoid ÒUnder ConstructionÓ signs on a home page; construct the page before placing it on 
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the Web.  If under construction graphics are necessary on sub-pages, please do not keep 
them on any page longer than four (4) weeks.  

!  Avoid making pages that require unusual plug-ins. 
!  Make sure that your WebPages are easy to use.  

 
6. Web Content Developed by Students   
As part of class/course projects, students may be developing and publishing content on 
webpage(s) for the Internet. Publishing WebPages is similar to publishing a newspaper with text 
and pictures. The following procedures apply:  
 

!  Student WebPages (WebPages profiling a student) are prohibited. No webpage shall 
contain a studentÕs phone number, address, e-mail address, club/team membership, 
opinions, or other personal profile information. 

!  Students who create Blogs, and content of Pod Casting files must comply with this AUP, 
follow the direction and supervision of their instructor and be used for educational 
purposes.  

!  BLOGS in use by the EASD must be registered with their school with an EASD faculty 
member/administrator who is responsible for all content posted to the BLOG. 

!  Students are not authorized to share or post personal photos and other profile information 
to public websites (or school district websites) when using district or personal electronic 
devices on school property or during any school sponsored activities.  

 
 
VI .  Penalties for Improper  Use 
 
Violations of the AUP may result in the loss of access, additional disciplinary action consistent 
with existing practice and policy, and/or appropriate, referral to the police.  Anyone witnessing a 
violation of this AUP must report said violation to the appropriate authority. 
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Appendix A 
 
Copyright Guidelines for Administrators 
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Appendix B 
 
Printing Guidelines 
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Guidelines for Prin ting Services / CENTRAL DUPLI CATI NG

REQUEST FORM

1. Authorization

All requests must be authorized by your building Principal.  (If building
Principal is absent, the Assistant Principal should check and sign the request
form.)  No other signature will be accepted.  No job will be completed without
the proper authorization.  This includes PTA and all other branches of school
organizations.  Rubber stamped signatures will n ot be accepted.

Electronic requests sent over the network will be processed at the discretion of
the Printing Services Manager or the Director of Technology.  With the up-
dated technology an electronic request form will be made available to all
District staff in the near future.  As of now, any request coming over the
network or email should send a copy of the request to the building Principal.
The Principal will then forward the attachment to Printing Services.  This will
act as an electronic authorization.

2. Date Submit ted

This date should be the day you hand your material to your Principal to be
checked and authorized.  Please allow for weekends and Holidays for your
return date.  All requests that arrive at Printing Services are logged in the day
they are received.

3. Date Needed

This date is month, day and year that you are planning to use the printed
material.  Please be specific on the time of return.  Any request that come in
marked ÒASAP,Ó  ÒwheneverÓ or Òwhen you have time,Ó will be completed at
the convience of Printing Services.  Without proper dates it is very difficult to
schedule this work.  Please note:  If you send in multiple requests, they
cannot be dated all the same.  You must prioritize your requests.  If all dates
are the same, your work will be completed in the order they were received.

4. Number of Pages

Your request should contain 20 single sided originals.  This is a standard
recommendation to allow more requests to be completed.  Printing Services
allows for special projects, were the page count exceeds the 15-page
recommendation.  Please call Printing Services for large format projects.

5. Number of Copies

School staff should utilize their school copier for copies ranging from 1 copy
and not to exceed 35 copies.  Printing Services will r eturn material that can be
completed on your school copiers.  All large volume work should be directed
to Printing Services.  The number of copies and the size of the request
determine return time.  For special projects, Please e-mail or call Printing
Services and give specific details of your project.



6. Special Instructions

Included in this section are special instructions for printing on one side, two
sides, collated and stapled and Binding.  If this section is not marked, your
work will be completed on two sides and un-collated.  Please place your work
on two sides whenever possible to save paper.

7. Instructional Subject/Grade

This refers to the title of your work you are sending in (i.e. word searches,
math chapter tests, puzzles.)  Please fill in the section out so when you call in
for a request, we can search the database with this information.  Please do not
put teacher or other school personnel titles in this section.

8. Comments

This section is used for listing page numbers and other specific instructions
for your requests.

9. Copyright/Copyright Permission

All work that is copyrighted must be checked on the request form.  Work
listed with ALL RIGHTS RESERVED, must be accompanied by a written
letter or statement from the publisher granting permission to copy his/her
work.  Due to strict copyrights on music, the Printing Services/CENTRAL
DUPLICATING will not print these items.  We will not accept verbal
instructions concerning copyrights.  Do not write on the request form Òwe
have permissionÓ you must show proof of publisher permission.  The
individual is responsible for checking and securing publisher permission.  The
Easton Area School District along with Printing Services/CENTRAL
DUPLICATING reserves the right to refuse to print any and all material that
violates United States Copyright law and the District policy.

Internet pages should have a disclaimer from the web sight granting
permission.  This page should be printed and sent with your request.

All electronic requests sent over the network without copyright approval, will
be processed at the discretion of the Printing Services Manager. The Director
of Technology will be the ÒCopyright AdministratorÓ



ORIGINALS/PAGES

Printing Services will not accept copies of originals that are skewed or
running off the page.  Please make sure all originals are 8.5 x 11.  Please do
not mix sizes when sending in your request.  Please note: Our Science and
Math pages are undersized; please keep these pages all together.  When
creating hand written originals please use a black flair pen for best results.
Pencil or other writing instruments can be used but the quality of the finished
product may not be acceptable.

10. Books

All pages to be copied out of books must be removed very carefully, tearing
on the perforation.  Unacceptable originals will be returned and rescheduled
upon machine availability.  Please check with your Reading specialist to see if
the material is available on CDÕs.

11. Computer Generated Origin als

Must be of letter quality.  Printing Services can enhance originals that are light
or hard to read.  Please consider sending your work through the network or e-
mail.  The resolution (1600 dpi) from the copier is greater than that of your
laser or ink jet printer.  The cost per copy is also lower than your laser or ink
jet.  The Director of Technology will detail procedures for ÒDirect PRINTÓ
from your copiers to Printing Services later in the year.

12.   Electronic Submission

This section is for material being sent over the DistrictÕs Network.
Submissions in a PDF (portable document format) are attached to your e-mail.
The network submission is one that is sent directly from your Apple/PC.  All
other forms of electronic submission; CDÕs, Key disk or other portable
computer hardware should just be marked ÒotherÓ.  Please ask the help of your
Technology specialist if  you have any problems submitting in the above
manner.

NUMBER OF REQUESTS

The recommended number of request sent in at the same time is 5.  These
requests should be prioritized by date needed.  All dates cannot be the same.
If dates are listed the same, Printing Services will r un them in the order in
which they were received.  Please plan accordingly all dates are subject to
change without notice due to emergency requests or other unforeseen
circumstances.  The best and most efficient way is to wait for your projects to
be returned and then submit other material.



GRADE LEVEL MA TERIAL

These requests will be completed before that of an individual teacher during
the time of scheduling conflicts.  Sufficient time must be permitted to
complete your respective projects.  One teacher/Para should submit for the
grade level.  Sending the respective request to each teacher to initial is the best
way to insure that the entire grade level teachers have the opportunity to either
accept or reject the request being run for the grade level.  If possible designate
one Teacher/Para to be the spokesperson of the grade level; this will eliminate
confusion and the duplication of the same material.  This will also give
Printing Services a check and balance to its data base information.

Individual teachers  i.e Chapter I, IST, Special Education who do not need
grade level material can utilize your school copiers (35 copy limit).

PROBLEMS/CONCERNS

All problems or concerns of with this department should be placed in writing
via e-mail prin tingservices@eastonsd.org or hard copy to Bob OÕDonnell,
Printing Services Manager, Administration building.  Principals who received
a problem or concern from their staff or have a question should address these
areas with the Director of Technology at their PrincipalÕs meeting.  He will
then pass on the information to the Printing Services Manager.

COPIER SERVICE/SUPPLY ORDERS

The Director of Technology has established a policy.  You can locate this on
the District web site.  Go to Download page, click on Supply procedures,
or call Technology Department at 610.250.2400 x 35050 for a hard copy.
Printing Services, Technology Departments do not carry an inventory of
school copier supplies.  All questions of supplies should be directed to the
Educational Office Professional in the Technology Department (610.250.2400
x 35050) or the Warehouse clerk (610.250.2566).  Please do not call Xerox an
order supplies.  If you order supplies without the proper authorization you will
be responsible for the supply cost.

If you use your school copiers, please do not abuse the privilege.  If you need
copies exceeding your class size, please make arrangements to have Printing
Services/CENTRAL DUPLICATING schedule your work.  Your supplies
will last longer and you will have more time with your students.

If you have any questions concerning the Printing Services/CENTRAL
DUPLICATING department please stop by and see first hand one of the best
copy centers in the area.



Copier Service Ð Please direct your service problems to your build ing
Sysop.  There is a section on the computer repair database for Xerox
Copiers.  You will n eed the following information:

1. The serial number of your copier.

2. Any codes that may appear in your viewing screen.
Please check your copier manual for the codes.  This will give you an idea
of the problem.  It may be out of ink/toner.  Please check this before
placing a call.

3. A brief  descrip tion of the problem Ð paper jam, broken
part  etc.

All departmental Policies that deal with operations other than the Printing
Services./Central Duplicating department, should be confirm ed by the respective
departments.  The policies stated in this manual were confirm ed at the time of
publication.  This document is a reference guide on how to submit  your Prin ting
Services request.  By following the procedures and guidelines your experience using
this department should be a posit ive one.



CONCERT PROGRAM GUIDELI NES
(Includes: Play Programs, Open House Booklets and PTA Booklets)

Concert Advisors are requested to submit programs TWO WEEKS prior
to the activity.  This allows for corrections or revisions in the makeup of the
booklet.  This also avoids scheduling problems, and allows substantial
machine time to produce a quality product.  If the two weeks notice cannot be
met, please inform Printing Services/CENTRAL DUPLICATING at once.

The recommendation for page count is eight single sided pages.  These
pages will be printed back to back, collated, folded and stapled to form your
booklet.  Covers consisting of handmade student drawings should be done in
black flair or black pen.  Computer generated covers should be done in black
and white or grayscale (setting in your printer preferences).  NO HALF
SHEETS or INSERTS should be used.  An even number of pages should be
used.  Printing Services will design a cover for you. Please list your
requirements/or theme that should appear on your cover, a sample of the
design would be sent for you to proof. You can choose a paper color for your
cover.  Please call Printing Services for your choice of colors.   Please give an
adequate amount of time to have a design created.  All programs must be
ready to print.

Corrections, additions and proofreading are the responsibility of  the
Advisor and typist.  Any changes (if  the material hasnÕt been printed) must be
made by the respective school advisor.

Copyrights concerning music must have the written permission of the
composer and/or publishing company who owns the music or written word.
No verbal permission will be accepted for copyright matters. If a copy of the
permission statement is not attached to your originals, we will be unable to
run the program or booklet.

Elementary school programs consisting of two single sided pages could be
completed with one weekÕs notice.

Secondary school Programs ONLY Ð that has a large number of students
participating in their programs, their recommended page count will be 10
single sided pages.

For Signature Type Books, please type on an 8.5 x 11 sheet.  Use a 14 or
16-point font (type).  The copier will construct a 5.5 x 8.5 signature booklet.
Please consult your sysops in your building for help in using a signature
format, or call Printing Services.

 Full Color print covers can be run for specialized activities.  The Director
of Technology along with the Printing Services Manager will grant permission
on a case-by-case basis on specialized activities.  All decisions will be final.

For creative help please e-mail or call Bob OÕDonnell, Printing Services
Manager. printingservices@eastonsd.org or 610.250.2400 x 35049



Newspaper / Newsletters Guidelines &  Procedures
Elementary, Secondary and P.T.A.

All Newspaper/Newsletters should be typed on 8.5 x 11 sub. 20 papers.  A
margin of 1/4/Ó should appear on all sides of the page.  If hand drawn pictures
are included in the paper, use only a Black Flair pen. If you use ÒclipartÓ
please import your clipart into the document.  This format should be followed.
Please do not change the format of your school paper.

If pictures are required in your paper, please use your digital camera.
Please contact your Sysop for directions and use of your digital camera.

Your Newspaper/Newsletter should be print ready when it arrives at
Printing Services.  All Newspapers/Newsletters should be submitted with page
numbers.  If no order is specified, Printing Services is not responsible for the
order in which the pages are returned.  The Newspapers/Newsletters will not
be reprinted in such cases.

All run dates will be a Monday (unless a Holiday).  The newspaper should
arrive at Printing Services the Wednesday preceding the Monday run date.
This allows for any problems with the makeup of the paper.  Return dates will
be from (5) to (10) workings days depending on the schedule at Printing
Services.  All proof reading and contents of the paper are the responsibility
of the School Principal, Advisor/Teacher, and the Student Editor.  All
copyrights on pictures and written works must be obtained before printing.
All bylines must appear with the respective article or picture.  No verbal
permission will be accepted.  Easton Area School District and Printing
Services/Central Duplicating reserves the right to refuse to print any and all
material that violates the United States Copyright Law and the District
Copyright Policy.

The six Elementary schools will have (4) issues consisting of (10) typed,
single-sided pages. The newspaper will be collated and dual stapled to form
your newspaper.  With the number of Newspapers and newsletters being run,
please adhere to the page limit.  I  will b e unable to increase page limits at
this time.  I could add a supplement issue at a later date.

The Middle School and Upper Middle School will have (5) issues
consisting of (10) single-sided pages. When setting your paper format, use a
smaller font size to increase space and to better utilize your 10 single-sided
pages.



P.T.A. Newsletters  

Your Build ing Principal must authorize all correspondence and
material for publication in your newsletter.  All proof reading and
contents of the paper are the responsibility of the School Principal, P.T.A.
Parent Editor.   All copyrights on pictures and written works must be
obtained before printing.  All bylines must appear with the respective article
or picture.  No verbal permission will be accepted.  Easton Area School
District and Printing Services/Central Duplicating reserves the right to
refuse to print any and all material that violates the United States Copyright
Law and the District Copyright Policy.

P.T.A. Newsletters will f ollow the guidelines set for school newspapers,
with the exception of Monthly Newsletters for some Elementary schools.
They will carry a (6) single-sided page limit.  The Middle School and Upper
Middle School will carry an (8) single-sided page limit.

P.T.A. Newsletter Advisors should schedule their respective newsletters in
cooperation with the Advisor and Student Editor for the school newspaper so
there are no conflicts or duplication of information with the Student
newspaper, play programs and other administrative material.  This will benefit
everyone at critical scheduling times during the school year.

Please list on your request form if you would like your newsletter posted
on the web site.  I will send a PDF file to the Webmaster and it will be placed
on the web site within (1) to (3) days.

If you want to send an electronic submission for your newsletter, please
follow the procedure for attaching a file to your e-mail or you can send a PDF
file.  (You can check with your schools Sysop for instructions in networking
to Printing Services from your home computer.  Printing Services has
Microsoft word for OSX, Apple Works and Microsoft Publisher.

Communication

Please direct all your questions and concerns in writing (e-mail) to:
Printing Services Manager.  You can also notify (in writing) your building
Principal with any concerns you may have.  He will dir ect your question or
concern to the Director of Technology at the scheduled PrincipalÕs meeting.



PAGE SET-UP FOR DISTRICT NEWSPAPERS AND P.T.A. NEWSLETTER S

Elementary Newspaper Page Setup            Elementary P.T.A. Newsletter Page Setup
                      Lower and Upper Middle Schools

                                                                                                  Lower and Upper Middle Schools
                                                                                                  Newsletter Page Setup

Please Note: Durin g crit ical times of the year, [i.e.
Holiday issues, Budget and Concert programs], please
be prepared for extended turnaround times.  Please
schedule your work accordingly.



Laminating Procedures
Easton Area School District  Ð Printing Services / Central Duplicating

EAHS, EAMS and Shawnee Upper Mid dle School

Please keep all LAMINATING REQUESTS separate from your Printing Requests

!  A Laminating request form must accompany each request.  Please fill out in
duplicate.

!  All requests shall be approved by the build ing Principal prior t o submission,
and must directly relate to the instructional program.

!  The number of pieces should be kept to a reasonable amount (35 pieces per
request).  If the numbers exceeds 35, please give ample time to complete the
request.

!  Turnaround time will b e at the discretion of the Printing Services Manager.
For small proj ects a 5 to 10 day turnaround may be possible.  For large
proj ects a 10 to 15 day turnaround will b e imposed.  All t urnaround times
will b e based on the schedule of the Printing Services Department.  Teachers
may schedule a time to laminate their own material.  Please call for
availabilit y of the laminating machine.

!  All pieces should be free of glue and please remove all staples and other
fasteners from your work.

!   The Laminating Center staff will d o NO cutting or trim ming. The
individualÕs will b e responsible for trim ming.  When trim ming your material
please leave a small area around your it em so the laminate will n ot separate.

!  The width of an item can be no wider than 23Ó.  Large maps can be done, but
they need addit ional time to complete.

!  To make an appointment for Laminating please call 610.250.2400 x 350490.
The hours will b e from 8:00 a.m. to 3:00 p.m.

!  The Easton Area School District , Technology Department and Printing
Services reserve the right to refuse any and all material that is not directly
related to an instructional program.  Content is the responsibilit y of the
individual submit ting the material.

!  Please place all material in an envelope marked to: (Bob OÕDonnell Ð
Laminating Center) with the request form inside.  Please do not just place a
paperclip on the material and place it in the mail.  The courier is not
responsible for material that falls apart  and is not properly secured in an
envelope.  If you sent large items, please consider a large art port folio to
place your material in.


