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Acceptable Computer System Use  
Staff 

 
Staff are expected to: 
 

1. Use technology in a manner which does not harm: 
a. People 
b. Physical equipment, hardware 
c. Software, operating systems, folders, and files 

 
2. Protect the privacy of self and others by: 

a. Keeping passwords secret 
b. Respecting the privacy of other students, teachers, and the school system’s files 
c. Understanding that “sexting” and cyber bullying are illegal and against the law 

 
3. Access Internet sites that are appropriate and avoid sites that: 

a. Are offensive, obscene, libelous, disruptive or contain inflammatory language or pictures 
b. Require a fee for access unless authorized by the school administrator 

 
4. Use computer resources responsibly by:  

a. Self-limiting use of disk space 
b. Self-limiting use of printing paper 

 
5. Only download materials from the Internet, or copy materials from the network appropriate for 

instructional use. Ethically uses available internet content by properly and accurately citing all 
content downloaded from the internet and used in the staff’s own work. This includes pictures, text, 
video, music, and other content. 

 
6. Protect the use of the computer for others by never: 

a. Knowingly loading or creating viruses 
b. Violating copyright laws 
c. Destroying or deleting files, folders or programs that are part of the computer system 
d. Deliberately causing harm to any computer, system, or network 
e. Sharing your password or userid 
f. Accessing, modifying, or deleting other staff member’s files 

 
7. Use e-mail responsibly by: 

a. Respecting the privacy of letters: letters will not be re-posted without a sender’s permission 
b. Ignoring and refusing to re-send “chain letters” or emails of similar intent 
c. Using appropriate language and subject matter 
d. Using mass e-mail solely for educational purposes 
e. Not accessing other staff member’s e-mail or sending e-mails from their account 

 
8. Protect, for personal safety reasons, your own privacy on the Internet by using first name and last 

initial. Student telephone numbers, addresses, and other personal information may not be released.  
When posting photos do not include student names or personal information.  
 

9. Technology use within the instructional setting must be monitored by the teaching staff by: 
a. Monitoring student use of the Internet and other technology resources 
b. Reporting any misuse to school administration immediately 
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c. Not allowing students to login to the computer with another users id and password 
d. Not allowing students to use computer systems with no adult supervision 
e. Reinforcing the importance of students logging out of the computer and not using a computer 

that has been logged into by another student 
 

10. Accept the consequences of inappropriate technology use that may include loss of privileges and 
other disciplinary actions: 

a. Abuse may consist of either excessive or unacceptable use 

b. Generally, a use is unacceptable if it conflicts with the School Division’s or individual 
school’s or department’s purpose, goal, or mission or with an employee’s authorized job duties 
or responsibilities. 

c. Incidental personal use of the School Division technology resources must not interfere with 
the employee’s job performance, must not violate any of the rules contained in this policy or 
any other policy, and must not damage any hardware, software or communications system. 

d. Staff shall not use School Division technology systems for personal, non-School Division 
purposes to solicit, proselytize, advocate, or communicate the views of an individual or non-
school sponsored organizations.  This includes using computer systems for personal gain 
through self-employment opportunities. 

e. The School Division recognizes that employees have the right to speak out on matters of 
public concern, and this provision shall not be construed to restrict or prohibit the legal rights 
of employees to engage in speech that is protected under federal or state laws.   

f. Personal use must also comply with applicable local, state and federal laws; and must not 
damage the school district’s computer system. 

g. The school district must protect its computer system against numerous external and internal 
risks and threats. Users are critical players in protecting these school district assets and in 
lessening risks that can destroy these important resources. Consequently, employees are 
required to fully comply with this policy, and to immediately report any violations or 
suspicious activities to the Assistant Superintendent or designee. 

h. For employees who are provided cell phones/PDAs for work purposes, all provisions of the 
policy also apply to these devices. 

 
I have read the above Agreement based on Radford City School Board Policy, Acceptable Computer System 
Use, GAB/IIBEA and corresponding regulation’s, GAB-R/IIBEA-R and GAB-R/IIBEA-R RCPS, and state that 
I fully understand and agree to abide by its requirements in all respects.  Violations of this policy may result in 
administrative disciplinary actions. 
 
_______________________________ ____________________________  ________________________ 
Staff Name      Staff Signature     Date 
 
NOTE:  Your signature on this acknowledgment is binding and establishes that you understand the terms and 
conditions of this policy and their significance. 
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A full copy of the Radford City School Board Policy GAB/IIBEA, Acceptable Computer System Use and corresponding regulations, 
GAB-R/IIBEA-R and GAB-R/IIBEA-R-RCPS, can be found at www.rcps.org or at the school administration building. 

http://www.rcps.org/

