East Middle School

Staff Computer/Technology Agreement

Welcome to East Middle School!  We are proud of our technology programs here for both staff and students.  We are known as leaders in our district.  We are totally committed to the prevention of problems and to the increased use of technology.

It is understood and agreed that:

· The computer provided to a staff member is the property of Aurora Public Schools and is recorded as a district fixed asset.  This computer is to be utilized in the staff member’s classroom.

· Periodic cleaning of the computer will be the responsibility of the staff member.

· Periodic maintenance will be done by the staff member, or the EMS Technology Facilitator(s), or their designee(s).

· Only software, which is legally owned by EMS or APS, is to be installed on the computer.  Special requests are to be presented to the EMS Technology Committee for review.

It is the responsibility of the staff member to become knowledgeable in:

· Computer literacy and basic operation of the equipment provided

· Basic computer maintenance and troubleshooting methods

· Classroom management procedures when using a lab or allowing student use in their classroom

· GroupWise (email – our method of site communication)

· Infinite Campus (student information system used for daily attendance and grades)

· Appropriate Internet use (educational purposes)

The staff member should also be able to:

· Consistently select appropriate available technologies to perform a task

· Consistently and successfully use the technology selected to perform a task

· Consistently demonstrate the responsible uses of technological tools

In addition:

· Student use of a computer should be monitored at all times by the staff member.

· The staff member will not share his or her passwords with anyone for any reason.

Should a staff member fail to meet these responsibilities, they will be asked by the Leadership Team and the EMS Technology Committee to remedy the situation.  In some instances consequences will be assigned.

By signing, you are agreeing to these expectations!

Staff member ______________________________




(please print)

Staff member’s signature __________________________

 IMPORTANT INFORMATION FOR NEW STAFF

Become familiar with our website:  http://www.aps.k12.co.us/east, in particular the STAFF RESOURCES> HELP SHEETS……..  It is your responsibility to be familiar with all district and site policies.  When in doubt, ask!  Who should you ask?  Access the above site, click on TEACHERS>STAFF RESOURCES and look for the link “TECHNOLOGY CONTACTS.”  District information is found at http://www.apsnet 

Computers must be plugged into the orange colored sockets in your classroom.  The white plastic “drop boxes” where the phone and computer network cords are connected are easily broken.  Please take care to secure them and not to push any furniture against them.  To plug your computer and/or phone in another drop box, you need to ask.  Only one drop box in the classroom is activated.  Work orders with the district will need to be placed if you want to use another drop box.

When doing computer research with students, ask them to take notes and cite the page. No printing from the Internet.  Discourage printing until the final, edited document has been finished!

Your Novell network login* is:  

1st screen - username________________  password_______________

2nd screen - username = STAFF, password = (no password required)

You may SAVE files/documents to your folder (Go to My Computer, and select the drive with your name, the W network drive)

Your GroupWise login is:  username________________  password_______________


You may access GroupWise via the Internet on any computer by going to:



http://email.aps.k12.co.us 




username is: (example) east.lynnw or lrwohler



password is: your above password

If you use AOL, you will need to access the above address through Internet Explorer or some other web browser. Your email address at school will look like this example: lynnw@east.aps.k12.co.us or lrwohler@aps.k12.co.us 
Your Infinite Campus login for attendance and grades is:  

username________________  password_______________

If the Infinite Campus shortcut is not on your computer, click on START, then RUN.  Key in icsetup.bat.  An icon should appear on your desktop.  To access from home, click on TEACHERS from the EastMS homepage and click on INFINITE CAMPUS.

Your printer location is _____________________.  Please pick up your printing promptly.  Do not send students to pick up the printing if the nature is grades or private information.  Do not run class copies on the printer.  Class sets are to be prepared in E4 by the paraprofessionals.

Your copier location is _____________________.  Your password is ________________.  Your password should not be given to others, including students.  Students are not allowed to operate copiers, paper cutters, letter punch, poster maker, or any other equipment.  They may punch holes and staple.  Do not run class copies on the printer.  Class sets are to be prepared in E4 by the paraprofessionals. 

You can get class sets copied in E4 by the paraprofessionals (do not make class sets using the printer or copier). Your key opens the door. Allow 24 hours for completion of work. Do not give your key to a student to pickup your materials.

Meridian telephone system:

your extension number is __________ your voice mail (message retrieval) number is __________ 

· Outside district calls – dial 9 first, then the number. Toll-free calls are made by dialing 9 first, then the toll-free number (be certain to use 1 before entering the number you are dialing)

· Inside district calls – dial the extension number only

· Access the front office by dialing 25200

· Use the East Middle School Telephone Extensions and Voice Mail printout for other extensions within the building.

· Contact the school secretary (x25201) for any other help you might need with the telephone system.

Other useful information:

· Media Center number for Barb Parker is x25205.

· VCR’s are assigned to wings (check with others in your wing). Also available on a limited basis through the Media Center are a laser disk player, a couple of TV/VCRs, listening center equipment, and DVD players.  A DVD player is in each wing, and in Mobile 3-4 and Mobile 7.

· Presentation projector for your computer available through the Tech Manager x45278.

· Scheduling information available at x25238, student enrollment at x25230, counselor at x25231.

· Limited supplies such as staplers, staples, scotch tape, construction paper, etc. are available in the workroom opposite the main office or through the clerk in the counseling area.

· Your budget is handled through the clerk in the counseling office (x25220).

· Rolled paper for bulletin boards are located in the Media Center.

· Laminating requests are handled through the Media Center and are done only on Thursdays.

· District films available through WEB/MAX – http://www.aps.k12.co.us/east click on STAFF RESOURCES button, then on WEB/MAX film library. In building contact through the Media Center.

· Poster maker, stencil maker, etc., available in the Media Center workroom.

· Overhead should be in your room.  Replacement bulbs available in Media Center.

· Custodial work orders hang on door to the teacher’s mailroom.

· District mail envelopes are in teacher’s mailroom cabinet (far right side). District mail drop is on far left side of the same cabinet.

· Check with the Media Center for 6th grade Media Center orientation, monthly magazines for student use, regular book checkout, research projects, school videos, other educational kits, any AV equipment, computer lab use, and help with integrating literacy or technology into your curriculum.

· Check with the Tech Manager (x45278) regarding the East Internet website and websites for integration, or posting your own website.

You can do online training for GroupWise (email), the phone system, etc. by logging into http://www.aps.k12.co.us/instruct%5Ftech/Training%20Modules.htm 
Training for taking attendance and doing grades is posted on the East Middle School website.

http://www.aps.k12.co.us/east/TechGuides/indexTG.htm 

Training for “Internet Basics”, which the district encourages, is found at http://www.aps.k12.co.us/instruct%5Ftech/Training%20Modules.htm
Basic Infinite Campus training is found at

http://www.aps.k12.co.us/instruct_tech/Infinite Campus Movies/ic_intro.htm 

