|. Statement of Objective

The Easton Area School District (EASD) in accordance with district policy, suppots theuse of
theInternet and other technologiesin thedistrict'singructiond program in order to facilitate
learning and teaching throughinterpersond communications access to information, research,
and collaboration. The use of the EASD technologies shdl be congstent with and enhance the
curriculum adopted by the school district and consder thevaried indructiond needs learning
styles, abilities, and developmental levels of students.

1. Organizational Responsibility and Privacy

The EASD establishes that use of the EASD Technologyisaprivilege nat aright
Ingppropriate, unauthorized, and/or illegd use may result in cancellation of this privilegeand
appropriate disciplinary action.

Theéelectronic information available to students and staff does notimply endasement of the
content by the school district, nor does thedistrict guaantee the accuracy of information
received fromthe Internd.

Thedigtrict shdl notberespongble for any information tha may belog, damaged, or
unavailable when usng the EASD technology. Backup of said materials are theresponsbility of
the person creating/usng them.

Theschool district shdl notberesponsble for any unauthorized charges or fees resulting from
access to the Internet.

The EASD shdl notberesponsble for any damages incurred by downloading viruses and/or
smilar invasive technologies fromtheInternd.

Thelevel of access tha employees have to school computers, nework, and Internet servicesis
based uponspecific employee job requirements and needs

EASD attempts to maintain the confidentiality of its users. All users mus comply with Federal
Eduaational Rights andPrivacy Act ( FERPA)

The EASD requires students and staff to sign, manudly or electronically, an acknowedgement
that they received and read the Acceptable Use Policy (AUP). Userswill be provided with
copies of any and al amendments and revisionsof this palicy uponreceipt of school boad

approvd.

The EASD shdl make every effort to ensure tha students and staff use this educationd resource
responsbly.



As required by the Children@ Internet Protection Act (CIPA) and the NeighbothoodProtection
Act, the EASD hasindalled filtering software to restrict and monitor the use of thelnternet, e-
mail, newsgroups FTP and cha. However, nofiltering software is 100% effective. EASD
reserves therightto disable thefiltering software to facilitate specific eductiond purposes from
time to time. Requests to block or unblock should bereferred to the building Classroom
Technology Coordinaor.

Students and staff have theresponsbility to respect and protect therights of every user in the
district and onthelInternet. All EASD staff and students are responsble for reading and
following this policy.

Users should undestand tha thereis adistinct lack of confidentiality onthelnterne. EASD
policy indicates the e-mail system isfor busness use only and prohibits any busness unrelated
to district matters. The policy doesrecognize tha employees may use their e-mail for
"inddental” persond use, buttha they can expect no privacy. Thepolicy ddinesinddental use
as casud, minor, indgnificant or occasiond "tha does notimpact an employee's duties or
impede educationd opeaations”

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 pasonnd may examineal materia stored on EASD systems
withoutprior notice.

Messages tha are created, sent or received usng the EASD email system are the propeaty of the
EASD. TheEASD reserves therightto access and disclose the contents of al messages created,
sent or received usng theemail system. Theemail system is strictly for official EASD

messaging.

Subject to local laws and regulations the EASD may monitor any aspects of its computerized
resources, induding, but notlimited to, monitoring sites visited by users on theinternet,
monitoring cha groupsand 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 therightto amend and/or revise this policy at any time as the need arises.



[11. Personnel Responsibilities

EASD personnd are expected to befamiliar with the school policies and rules concerning
student computer and Internet use and to enforce them. It istheresponsbility of EASD
personnd to directly supavise students and monitor computersin the use of the Internet and
other EASD technologies. All EASD personnd who utilize school technology for ingructiond
purposes with students have a professiond responsbility to hdp students develop the skills
necessary to identify information sources appropriate to thar age and developmental levels and
to evaluae theinformation needed to meet ther educationd gods. Students should not utilize
computers for any non-academic purposes, and students are not permitted to use the Internet
withoutdirect adult supevision. When, in the course of ther duties, personnd become aware of
student violations they are expected to stop the activity and inform the building prindpd and
classroomtechnology coordinator immediately.

V. Acceptable Use
Network

System security is protected throughthe use of district provided passwords which shdl notbe

changed by users. Failure to adequaely protect passwords could result in unauthorized access to

persond or district files. To protect theintegrity of the system, thefollowing guiddines shdl be

followed:

I Staff and students shdl notreveal ther passwordsto another individud.

| Usersare notto use acomputer that has been logged in unde another user@ name

| Usersare notto use acomputer that has been logged in unde ateacher@ name without the
teacher@ specific pamission

I Any user identified as a security risk or having a history of problems with other computer
systems may be denied access to the network.

I Usersarerequired to log off of thenetwork when finished

I Users may notuse the ngwork to intentiondly obtain or modfy files, passwords and daa
bdonging to other users.

I Students may notingall or use unauthorized games, applications files, or other electronic
media

I Users may notuse the ngwork in such away asto disruptthework of other users.

I Users mug comply with EASD nework storagelimitations

I No attempt should be madeto store ingppropriate materials on the nework

| nternet

In making decisionsregarding student access to the Internet, EASD consdersits own
eductiond mission, gods, and objectives. Electronic information research skills are now
fundamental to the preparation of citizensand future employees. EASD expects that faculty will
blend thoughtul use of thelnterne throughoutthe curriculum and will provide guidance and



ingructionto studentsinitsuse. Students and staff are expected to act in aresponsble, ethical,
and legd manne in accordance with district policy and federal and state law.

Specmcal ly, thefollowing uses are prohibited:

E-Mail

Using the Internet for commercia or for-profit purposes

Using the Internet for produd advertisement or pditical lobbying

Unauthorized or illegd downloading, indallation, distribution, reprodudion, or use of
copyrighted materials from the Internet

Accessing, uploading, downloading, or distributing pomographic, obscene, or sexudly
explicit material

Using theInterne to violate any local, state, or federal statute

Using the Internet to communicate with personsunknown.

Giving persond information in email, blogs ingant messages, chat rooms or other
Internet communication devices. Thisindudes, but is notlimited to, full names, friend<D
names, addresses, phonenumbers, school, and activities.

EASD expects theusers of thedistrict electronic mail system to follow these accepted
guiddines:

Correspondwith theundestanding tha email is not guaranteed to beprivate.
Never send chan letters.

Be polite. Y our messages should never be abusve to others.

Use appropriate languaye Do notswear or use vulgaities.

Mail should be used for academic, work related correspondences, but Onddental
persond useOis allowed.

Use mixed case. UPPER CASE LOOKS ASIF YOUGRE SHOUTING.

Mail should have a subject heading which reflects the content of the message
Groupmail isto beused only for communicationsdirectly relating to district professiond
responsbilities.

Never impersonde another user, send mail anonymoudy, or use a pseudonym
Do notopen email of unknown origin.

Check e-mail often and remain within your limited quota

Hardware and Software

In order to maintain adheence to copyrightlaw and to increase security and reliability of
systems, users are expected to utilize hardware and software in amanne tha enables its ongong
ussge Tothisend, EASD staff and students are responsble for informing the Technical Suppat
staff immediately if, at any time, the hardware and/or software does notwork propely. EASD
Technical Staff and students mug respect computer equipment and all peripheaas. No attempt
should be madeto store any ingppropriate materials on any EASD technologies. Users are,
unde no circumstances, to attempt to repar or reconfigure a district-owned computer in any

way.



Printing

All theitemsin this AUP apply to printers and thejobstha users send to the printersinduding
but notlimited to copyright, excessive use, persond use, ingppropriate material and monitoring.
Users can also refer to the Guiddines for Printing Services foundin Appendix B for specifics on
phoboopying.

Home Use
The AUP for the EASD applies to both in school and at home use.

To enaure tha students and staff use these educationd resources responsbly while at home, itis
imperative tha thefollowing provisonsare undestood:

I Absolutely no oneother than thedistrict employee or student uses his or her district
issued laptop or equipment.

I Didgtrict policy for behavior and communication apply when usng the Internet, according
to the stipulationsof this policy.

I Users should have no expectation of privacy while utilizing the computer at home.

I At home technology suppot should not be expected from EASD:; it is the usersO
responsbility to report any problems with equipment immediately to the building
Classroom Technology Coordinéor.

I Any andall cogsincurred by the EASD for repars caused by negligent use may bethe
finandal responsbility of the user who has created the problem. Unde no circumstances
should the user attempt take district owned technology to local service providers nor
should theuser attempt to repar technology him/herself.

I When a home, the computer should always belocated in common family areawith adult
supavision.

Additiondly, families should be aware tha some material accessible viathe Interne might
contain itemsthat areillegd, defamatory, inaccurate, or potentialy offengve to some people.
Also, it is possible to purchase certain goodsand services via the Internet, which could result in
unwanted finandal obligationsfor which a student's parent or guardian would beliable.



Copyright

Theillegd use of copyrighted software by students and staff is prohibited. Any data uploaded to
or downloaded from thenetwork shdl be subject to the guiddines putforth in the Digital
Millennium Copyright Act (HR2281) Octobe 1998 and the Technology, Education, and
Copyright Harmonization (TEACH) Act.

(See TechnologyandLearning Guiddines for Administrators chart to learn wha is pamissible
unde thelaw. See appendix A.)

V. WebPageGuidelines

All EASD spon®red and maintained webdstes (which indudes al school, teacher, or classroom
WebPages for eduationd purposes) mug be hoged fromdistrict owned and opeaated computer
server(s) on school propety and mug adhere to procedures and guiddines of the Acceptable Use
Policy.

Rationale:

School WebPages are public doauments welcoming the outsideworld to the school and linking
students and staff to outside sources of information. Guiddines are required in the congruction
of school WebPages to enaure tha information onthe pagesis appropriate for any Internet user
to access and is free from advertising or news items which may not beapproprate for students.
The content of school WebPages mug be congstent with theeducationd mission, gods,
strategic plan and objectives of the EASD and School Board policies. All district sponred and
maintained webgtes are propeaty of Easton Area School District.

Disclaimer of Liability:

The EASD Technology Depatment does not warrant nor guarantee access or daa integrity of
student developed web content. Any and all web content created for class projects or course
work should be backed up frequently usng local resources.

The EASD Technology Department reserves theright to immediately stop access to or fromany
site which may bein violation of this AUP or othewise poses arisk to thedistrict@ network,
personné or other technology resources.



RegquirementsGoals:

In produang informationd/educationd WebPages, thefollowing godswill be congdered:

1. Guiddines
All webgtes will conform to district guiddines. Each site mug contain thefollowing:
I Thedae of thelast revision
I Author® contact information
I A link back to www.eastong].org
|
|

Each school® Classroom Technology Coordinaor shal approveall teacher WebPages.
There should be no advertisements on thewebste.

2. Content
Materia placed on WebPages is expected to meet academic standadsfor prope conventions
and accuracy of information.

I All linksmug befundiond

I All pages mug have accurate spdling and grammar

I The subject matter mug be appropriate for school

I All content mug beaccurate

I No webdtes shdl becreated to sell items or promote a cause

3. Sudent Sakty
When poging information to the Web, it isimportant to consder tha anyonecan view tha
information. Specia care should betaken when poging student information to the Web.

I' No webpage content should allow people accessing the pageto contact any student
directly.

I If astudent@ picture or project is to be published on the Internet or tranamitted outside of
thedistrict, asigned parent or guadian pemissionrelease form is required. NOTE: Only
oneform needsto besigned per year and can be used throughoutthe year to pog phoos
and projects on the Web.

I Public WebPages and other forms of electronic datatranser outside of the district@ digital
network shdl not contain any persond student information. Schools should proceed with
caution and sengtivity in thisarea.

I Student photographs drawings and written work that are published ona class or school
pagemay NOT contain any persond information that can belinked to the student.

I Teachers may use first names andlast initials or other codes, such as theteacher@ name
and a number for each student within thewebpageand with al file names.

4. Respecting Copyright
Copyrightwill berespected. The author of thewebpagewill not use copyrighted materials
withoutpermission.

5. Style Guide
Thefollowingitems are recommended:
I Avoid QJnder CongructionQsignson a home page congruct the pagebefore placingit on



theWeb. If unde condruction graphics are necessary on sub-pages, please do not keep
them on any pagelonge than four (4) weeks.

I' Avoid making pages tha require unusud plugins

I Make sure tha your WebPages are easy to use.

6. Web Content Devel opad by Sudents

As part of class/course projects, students may be developing and publishing content on
webpagg(s) for theInternet. Publishing WebPagesis similar to puldishing a newspgper with text
and pictures. Thefollowing procedures apply:

I Student WebPages (WebPages profiling a student) are prohibited. No webpage shdl
contain a student@® phonenumber, address, e-mail address, clubteam membership,
opinions or other persond profile information.

I Students who create Blogs and content of Pod Casting files mugs comply with this AUP,
follow the direction and supavision of thar ingructor and be used for educationd
puUIpoOEsS.

I BLOGS in use by the EASD mud beregistered with their school with an EASD faculty
member/administrator who is responsble for all content poded to the BLOG.

I Students are not authorized to share or pod persond phosand other profile information
to public webgtes (or school district webdgtes) when usng district or persond electronic
devices on school propeaty or during any school sponored activities.

VI. Penaltiesfor Improper Use

Violationsof the AUP may result in theloss of access, additiond disciplinary action consstent
with existing practice and pdicy, and/or appropriate, referral to thepolice. Anyonewitnessing a
violation of this AUP mud report said violation to the appropriate authority.
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Guidelinesfor Printing Services/ CENTRAL DUPLICATING

REQUEST FORM

QJ

| ]

1. Authorization

All requess mug be authared by yourbuilding Rincipal. (If building
Principal is absent, the Assistant Principal should check and sign the request
form.) No otherdggnatue will be accepted. bl job will be completed whout
the poperauthoization. ThisincludesPTA and all othebranchesof school
organizations Rubber samped signatures will not be acceped.

Electionic requess sent overthe netvork will be procesed at the disretion of
the Rinting ServicesManageror the Orectorof Technology. With the up-
dated technology an eleatric requesform will be made available to all
District gaff in the neafuture. Asof now, any equescoming ovelthe
network or email $iould £nd a copy othe equesto the building Ancipal.
The Rincipal will then forward the attachment toriating Services Thiswill
act asan electonic authoization.

2. Date Sibmitted

This date sould be the day you hand yomateral to yourPrincipal to be
checked and authiaed. Peas allowfor weekendsand Hblidaysfor your
retum date. Al requessthat arive at Rinting Servicesare logged in the day
they ae received.

3. Date Neeckd

This date ismonth, day and yedhat you ae planning to usthe pinted
materal. Feas be pecific on the time ofetum. Any requesthat come in
maked OSAP,0 Oheneved orOvhen you have time,Olilbe completed at
the convience dPrinting Services Without poperdatest is vety difficult to
schedule thisvork. Pleas note: If yousend in multiple requeds, they
cannot be dated all tB same. Youmust prioritize you requeds. If all dates
are the same, you work will be completed irthe order they wee received.

4. Number of Pages

Y our reques should contain 20iegle sded oiginals. Thisis a gandad
recommendation to allowore requess to be completed. ridting Services
allows for special ppjects were the page count exceedtie 15page
recommendation. IPa% call Rinting Servicesfor large format pojects

5. Number of Copies

School gaff should utilize theirschool copierfor copiesranging fom 1 copy
and not to exceed 35 copieRinting Serviceswill retum materal that can be
completed on youschool copies. All large volume work should be diected
to Finting Services The numbeof copiesand the ge ofthe eques
detemine etun time. For special pojects Feas email or call Rinting
Sewicesand give pecific detailsof your project.
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6. Special Instructions

Included in thissection ae gecial ingructionsfor printing on one &le, two
sides collated andtapled and Binding. f Ithis section isnot maked, your
work will be completed on tev 9desand uneollated. Reas place youwork
on two sdeswhenevempossible to @ve paper

7. lnstructional Subject/Grade

This refers to the title ofyour work you ae £nding in {.e. word aches
math chapteteds, puzzles) Pea< fill in the section out 8 when you call in
for a reques we can sarcch the databa&swith thisinformation. Fease do not
put teachepor otherschool pesonnel titlesin this section.

8. Comments

This section isused for listing page numberand otheispecific ingructions
for yourrequess.

9. Copyright/Copyright Permission

All work that iscopyighted musbe checked on thequesform. Wok
listed with ALL RIGHTS REERVED, mug be accompanied by aritten
letter or satementfom the publibergranting pemission to copy higer
work. Due to $rict copyightson mugc, the Rinting ServiceSCENTRAL
DUPLICATING will not print the® items We will not accept vdral
instructionsconcening copyights Do not wite on the equesform Ove
have pemissionO you musshow proof of publisher pemission. The
individual isregponsble for checking andecuing publisher pemission. The
Eagon Area ®hool Dstrict along wth Printing ServiceSCENTRAL
DUPLICATING resrvesthe ight to refuse to pint any and all matéal that
violatesUnited SatesCopyight law and the Dstrict policy.

Intemet pageshould have a ddaimerfrom the veb sght granting
pemission. Thispage bould be pinted and snt with yourreques

All electronic requess sent overthe netwark without copyrght appoval, will
be pocesed at the digretion ofthe Rinting ServicesManager The Drector
of Technology wl be the OCopyght AdminidratorO



ORIGINALS/PAGES

Printing Serviceswill not accept copiesf originalsthat ae «kewed or
running of the page. lBag make gre all oiginalsare 8.5 x 11. Ra% do
not mix szeswhen £nding in youreques Heas note: @r Science and
Math pagesre undesized; pleas keep thes pagesll together When
creating hand wtten oiginals plea® u® a black air pen br beg reaults.
Pencil orotherwriting insrumentscan be usd but the quality othe fnished
product may not be acceptable.

10.Books

All pagesto be copied out diooksmug be emoved vey carefully, teaing
on the pedioration. Lhacceptable aginalswill be retumed and escheduled
upon machine availability. I€as check wth your Reading pecialig to se if
the mateial is available on CE.

11. Computer Generated Origin als

Mug be ofletterquality. Rinting Servicescan enhance mjinalsthat ae light
or had to read. Rease congder sending youmwork through the netark or e-
mail. The eslution (1600 dpi)from the copiers greaterthan that ofyour
laserorink jet pinter. The cospercopy isalo lower than youdaser or ink
jet. The Drectorof Technology vill detail proceduesfor ODrect FRINTO
from yourcopies to Rinting Serviceslaterin the year

12. Electronic Submission

This section isfor materal being &nt overthe Ostrict@ Network.
Submissionsin a FDF (portable documentdrmat) are attached to yowr-mail.
The netvork submission is one that isent dilectly from yourApple/RC. All
otherforms of electonic sibmission; CD@, Key dik or otherportable
computerhadware sould jus be maked Ooth€. Reas ak the help ofyour
Technology pecialig if you have any mblemssubmitting in the above
manner

NUMBER OF REQUESTS

U

The ecommended numbef reques sent in at the ame time iS. Theg
requess should be pioritized by date needed. llAlatescannot be theasne.
If datesare liged the ame, Pinting Serviceswill run them in the arerin
which they vere received. Rag plan accalingly all datesare subject to
change whout notice due to emgency equess or otherunforeseen
circumgances The besand mosefficient way isto wait for your projectsto
be etumed and thenubmit othemmateral.



GRADE LEVEL MA TERIAL

Thes requess will be completed befre that ofan individual teachesturing
the time ofscheduling corlfcts. Qufficient time musbe pemitted to
complete youregective pojects One teachéPara sould sibmit for the
grade level. 8nding the epective equesto each teacheo initial isthe bes
way to insire that the ente& giade level teachshave the oppdunity to either
accept oreject the eques being un for the gade level. fl posible desgnate
one TeachéPara to be theokeperson ofthe gade level; thisvill eliminate
confuson and the duplication dhe asme mateal. Thiswill also give
Printing Servicesa check and balance to data bas information.

Individual teachey i.e Chaptel, IST, Special Education wo do not need
grade level mateal can utilize yourschool copies (35 copy limit)

PROBLEMS/CONCERNS

U

All problemsor concens of with this depatment $iould be placed in kiting
via email prin tingservices@eagonsd.org or had copy to Bob @onnell,
Printing ServicesManager Adminidration building. Bincipalswho received
a poblem orconcen from theirgaff or have a qud®n should addess thee
areaswith the Orectorof Technology at theiPrincipal®@ meeting. e will
then pason the inbrmation to the Bnting ServicesManager

COPIER SERVICE/SUPPLY ORDERS

e

The Drectorof Technology haggablished a policy. Y¥u can locate thien
the District web ste. Go to Download page, click onupply procedues

or call Technology Bpatment at 610.250.2400 x 35054 &1 had copy.
Printing Services Technology @Bpatmentsdo not cary an inventoy of
school copiersupplies All quedions of suppliesshould be diected to the
Educational &ice Rofessional in the Technology €patment 610.250.2400
x 35050)or the Waehoug clek (610.250.2566) Heas do not call Xrox an
ordersupplies If you odersupplieswithout the poperauthoization you wil
be regonsble for the sipply cos.

If you u® yourschool copies, pleag do not abuesthe pivilege. If you need
copiesexceeding youclas sze, pleas make alangementso have Finting
ServicedCENTRAL DUPLICATING schedule youmwork. Your supplies
will last longerand you vill have moe time wth your sudents

If you have any quésns concening the Rinting Service§CENTRAL
DUPLICATING depatment pleas gop by and se irst hand one othe bet
copy centesin the aea.



—, | Copier Service b Pleas drect your service problemsto you building
Q Sysop. There isa sction on the conputer repair database for X erox
Copiers. You will needthe following information:

1. The serial number of your copier.

2. Any codesthat may appear in your viewing sreen

Plea® check your copier manual for the coces This will give you anidea
of the problem. It may be out of ink/toner. Plea® checkthis before
placing a call.

3. A brief de<ription of the problem B m@per jam, broken
part efc.

All departmental Policiesthat deal with operations other than the Printing
Services/Central Duplicating department, should be corfirm ed by the regpectve
departments. The policies stated in this manual were corfirm ed at the time of
publication. This documert is a reference gude onhow to submit your Printing
Servicesrequed. By following the procedures and guidelinesyour experience wsing
this department should be a pstive ore.
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CONCERT PROGRAM GUIDELINES
(Includes Play Programs, Open House BooKets and PTA Bookiets)

Concet Advisors are requeged to sibmit plogramsTWO WEEKS prior
to the activity. Thisallows for corectionsor revisonsin the makeup othe
booklet. Thisalo avoidsscheduling poblems and allovs subgantial
machine time to mduce a quality mduct. f the two weeksnotice cannot be
met, pleas inform Rinting ServicedCENTRAL DUPLICATING at once.

The rcommendationor page count igight sngle sded pages Thee
pageswill be printed back to back, collatedylfied and &pled to 6rm your
booklet. Coves conssting of handmadetadent dawings should be done in
black flair or black pen. Computeyeneated coves should be done in black
and vhite orgray<cale Eetting in yourprinter preference$. NO HALF
SHEETSor INSERTSshould be usd. An even numbeof pagesshould be
used. Rinting Serviceswill desgn a coverfor you. Reas list your
requirementsor theme thatlsould appeaon yourcover a ample ofthe
desgn would be gnt for you to poof. You can choasa papecolor for your
cover Hea call Rinting Servicesfor your choice ofcolors. Heas give an
adequate amount time to have a deg created. A programsmug be
ready to pint.

Corrections additionsand poofreading ae the egonsbility of the
Advisor and typis. Any changegif the mataal hasi@been pinted) mug be
made by theagective shool advisr.

Copyiights concening musc mug have the witten pemission of the
compogr and/orpublishing company \Wwo ownsthe mug or written word.
No veibal pemission will be accepteddr copylight mattes. If a copy ofthe
pemission datement isiot attached to youwriginals, we will be unable to
run the pogram orbooklet.

Elementay school ppogramsconssting of two sngle sded pagegould be
completed wh one week®notice.

Seconday school RogramsONLY b that haa lage numbeof sudents
patticipating in theirprograms theirrecommended page couniiivioe 10
single sded pages

For Signatue Type Booksplea® type on an 8.5 x 1heet. e a 14 or
16-point font {type) The copiemill consgtruct a 5.5 x 8.5ignatue booklet.
Pleasg consllt your sysopsin your building for help in ugng a sgnatue
format, orcall Rinting Svices

Full Color print coves can be un for specialized activities The Drector
of Technology along ith the Rinting ServicesManagewill grant pemission
on a cas-by-ca® bass on pecialized activities All decigonswill be final.

For creative help pleasemail or call Bob GDonnell, Rinting Services
Manager printingseivices@easonsl.org or 610.250.2400 x 35049
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Newspaper / Newsletters Guidelines& Procedures
Elementary, Secordary and P.T.A.

All NewspapefNewsletters should be typed on 8.5 x 11ils. 20 papex A
mamin of 1/4/0 Bould appeaon all sdesof the page. flhand dawn pictures
are included in the papeuse only a Black Fir pen. f you ug Oclipa®
plea® impot your clipart into the document. Thi®rmat $iould be bllowed.
Plea® do not change thermat ofyour school paper

If picturesare requited in yourpaper pleag u® yourdigital camea.
Pleag contact youBysop for directionsand ug of your digital camea.

Y our NewspaperNewsletter should be pint ready vhen it arives at
Printing Services All Newspapes/Newsletters should be sbmitted wth page
numbes. If no oderis specified, Rinting Servicesis not reponsble for the
orderin which the pageare retumed. The Mwspapes/Newsletters will not
be epiinted in sich cass

All run dateswill be a Monday (inles a Holiday). The newpapershould
arrive at Rinting Servicesthe Wedneday peceding the Mnday un date.
This allows for any poblemswith the makeup ofthe paper Retun dateswill
be from () to (10) workings daysdepending on theckedule at Bnting
Sewices All proof reading and cortents of the paperare the reponsibility
of the Shool Principal, Advior/Teacter, and the Sudent Editor. All
copyights on picturesand written works must be obtaired bebre piinting.
All bylinesmust appearwith the regective aticle or picture. No vebal
pemission will be accepted. Ea&sn Area Shool District and Printing
ServicedCertral Duplicating reservesthe right to refuse to pint any and all
material that violatesthe United SatesCopyight Law and the District
Copyight Policy.

The $x Elementay schoolswill have (4) issuesconssting of (10) typed,
singlesided pages The nevgpaperwill be collated and duakapled to érm
your newspaper With the numbeof Newspapes and newletters being un,
pleag adhee to the page limitl will be unable to increase page limts at
thistime. Icoud add a supplement issue ata later date.

The Middle Shool and perMiddle Shool will have 6) issues
conssting of (10) snglesided pagesWhen gtting yourpaperformat, ug a
smallerfont sze to incea® Pace and to bettertilize your10 sngle-sided
pages
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P.T.A. Newsletters

Your Building Principal must authorize all correpondence ard
material for publication in your newsletter. All proof reading and
contents of the paperare the reponsibility of the Shool Principal, P.T.A.
Parent Editor. All copyiights on picturesand written works must be
obtained bebre printing. All bylinesmust appearwith the regective aticle
or picture. No vetbal pemission will be accepted. E&sn Area Shool
District and Printing ServicegCentral Duplicating resrvesthe right to
refuse to pint any and all mateial that violatesthe United SatesCopytight
Law and the District Copyiight Policy.

P.T.A. Newsletters will f ollow the guidelineset for school nevepapes,
with the exception dMonthly Newsletters for some Elementarschools
They will carry a 6) sngle-sided page limit. The hMdle Shool and per
Middle Shool will carry an @) sngle-sided page limit.

P.T.A. Newsletter Advisors should shedule theiregpective newlettersin
coopeation with the Advisor and Sudent Editorfor the €hool nevgpaperso
there ae no conlicts or duplication ofinformation wth the Sudent
newspaper play pogramsand otheradminigrative mateial. Thiswill benefit
everone at dtical scheduling timesluiing the shool year

Pleas lig on yourrequesform if you would like yournewsletter poged
on the veb ste. |will send a PF file to the Webmasr and it wll be placed
on the veb ste within (1) to (3) days

If you want to €nd an electmic suibmission for your newsletter, pleag
follow the pocedue for attaching aife to youre-smail oryou can end a BF
file. (You can check u#h your schoolsSysop for instructionsin networking
to Finting Servicesfrom yourhome computer Printing Serviceshas
Microsoft word for OSX, Apple Woks and Mcrosoft Publisher.

Communication

Pleas direct all yourquesionsand concersin writing (e-mail) to:
Printing ServicesManager You can als notify (in writing) your building
Principal with any concersyou may have. elwill direct yourquesion or
concen to the Drectorof Technology at thecheduled Rncipal® meeting.
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Laminating Procedures

Eadon Area School District B Printing Services/ Central Duplicating
EAHS, EAMS and Shawnee Lpper Middle School

Pleas keep all LAMNATING REQUESTS separate rom you Printing Reqleds

A Laminating requed form must acconpany eachrequed. Pleag fill out in
duplicate.

All requeds shall be approved by the huilding Principal prior t 0 submission,
and must directly relate to the instructional program.

The number of piecesshould be kept to a rea®nable amount (35 piecesper
requed). If the numbers exceed 35, dease give anple time to conplete the
requeg.

Turnaround time will b e atthe dscretion of the Printing ServicesManager.
For small projectsa 5 o 10 day turnaround may be possible. For large
projectsa 10 b 15 day turnaround will be imposed. All turnaround times
will b e based on the shedule of the Printing ServicesDepartment. Teaclers
may shedule a ime to laminate their own material. Plea® call for
availability of the laminating machine.

All piecesshould be free ofglue ard please remove all gaplesand other
fageners from your work.

The Laminating Center staff will do NO cutting or trim ming. The
individ ual@ will b e regponsible for trim ming. When trim ming your material
pleas leave amall area around your it em s0 the laminate will not separate.

The width of an item canbe no wider than 230. Large raps can be done, hut
they needadditional time to conplete.

To make anappointment for Laminating please call 610.250.2400 x 350490.
The hours will be from 8:00 a.m to 3:00 p.m.

The Eagon Area Shool District, Technology Department and Printing
Servicesreserve the right to refuse ary and all material that is not directly
related to aninstructional program. Conternt is the regponsibilit y of the
individual submitting the material.

Pleas place all material in an ervelope markedto: (Bob O@onnell B
Laminating Center) with the requed form inside. Pleas do not just place a
paperclip onthe material and place itin the mail. The couier is not
responsible for material that falls apart and is not properly secued in an
envelope. If you sent large items, pleas corsider a large art portfolio to
place you material in.



