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Overview
Library Media and Technology Centers are designed as the physical core in Poudre School District 
buildings. Not only are they the physical centers but also should serve as a focal point for all students, 
teachers and curriculum support. 

This is the common ground providing resources and opportunities for collaboration for the learning 
activities taking place throughout the building. These libraries and their programs should play a vital 
role in improving student literacy. 

Significant portions of district and building budgets are directed to providing print, electronic and 
personnel resources for the library and building-wide networks and computer assets. Principals have 
the responsibility for leading and evaluating the use of those resources to determine that they do in 
fact have a positive influence on instruction and an impact on student achievement. 

In addition, recent changes in state and federal guidelines have an impact on decisions that are made 
about libraries. Our district technology plan, which must be approved by the state in order to receive 
state and federal funding, must give evidence to a program that integrates information literacy (li-
brary media guidelines) and instructional technology. (By 2007, No Child Left Behind guidelines 
require that we demonstrate that all eighth grade students are technology literate.) Fortunately, 
this has been the direction PSD has always held, but we now will need to show evidence of our stu-
dents’ achievement. 

The need to re-conceptualize school libraries and the use of technologies is great in these times of 
change when technology resources are pervasive, when the need to be information literate and able 
to use information effectively is so vital, when we can deliver instruction online, and when more and 
more of our students are using the Internet as their major source of information. 

This guide is to assist principals in evaluating their library and instructional technology centers and 
programs and in determining what is the best use of this facility and these resources within their 
buildings. 
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This principal’s guide is divided into five sections:

1.	 Guidelines Includes an evaluation rubric for libraries and instructional tech-
nologies and circulation reports.

2.	 Educational	Technology		 Excerpts from the ET-IL Plan including mill levy and bond budget
 &	Information	Literacy allocations and standards for students.
 (ET-IL)	Plan

3.	 Job	Descriptions School media and technology job descriptions and evaluations.

4.	 Policies	&	Forms	 Library media and technology policies, procedures and forms 
including copyright and selection and reconsideration of learning 
materials.

5.	 Helpful	Resources Resources available to schools and principals through the district’s 
Media & Instructional Technology Department

You are encouraged to work with your teacher librarian (media technology specialist) and district 
media and instructional technology staff to find ways to reinvent your school library and technol-
ogy program to meet the needs of today’s teachers and students.

Judy MacDonald, Ph.D. 
Director, Media & Instructional Technology/ 
Staff Development
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Circulation Statistics
Circulation statistics are just one way to look at library usage, but we know from research the impor-
tance of free reading to improve literacy . Elementary students tend to check out many more books for 
free reading than secondary students who use their library more for research, but some junior high 
schools have been successful in continuing their students’ choice reading . You can use this informa-
tion to further your discussions .

School
Total 
Check 
Outs

Enroll-
ment

Check 
Outs Per 
Student

School
Total 
Check 
Outs

Enroll-
ment

Check 
Outs Per 
Student

Bacon 14776 449 32.91 Linton 14366 521 27.57

Bauder 14446 364 39.69 Livermore 2545 65 39.15

Beattie 14211 366 38.83 Lopez 12565 467 26.91

Bennett 15957 388 41.13 McGraw 12127 509 23.83

Bilingual 13665 328 41.66 MTS AV Lib 3864 65 59.45

Blevins 3746 468 8.00 Moore 11778 370 31.83

Boltz 12719 787 16.16 O’Dea 13780 301 45.78

CHS 119 140 0.85 Olander 16451 407 40.42

CLPJH 2413 411 5.87 PHS 11310 1777 6.36

CPE 16651 402 41.42 Preston 4660 866 5.38

Dunn 18920 407 46.49 Putnum 10136 360 28.16

Eyestone 29978 666 45.01 Red Feather 2561 45 56.91

FCHS 3779 1351 2.80 Riffenburgh 11956 344 34.76

FRHS 5602 783 7.15 RMHS 8160 1726 4.73

Irish 9216 377 24.45 Shepardson 21772 478 45.55

Johnson 12048 503 23.95 Stove Prairie 1460 32 45.63

Kinard 1095 430 2.55 Tavelli 25949 592 43.83

Kruse 15468 470 32.91 Timnath 25171 467 53.90

Lab 2859 141 20.28 Traut 15923 522 30.50

Laurel 10614 348 30.50 Webber 6303 858 7.35

Lesher 4114 577 7.13 Wellington 6723 304 22.12

Lincoln 5309 594 8.94 Werner 18511 486 38.09

Zack 21658 600 36.10

District Total 507,434 22,912 22.14

PSD Library Checkouts 
August 2005 – April 2006
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Section 2

Educational Technology– 
Information Literacy 

(ET-IL) 
Master Plan 2006

Overview of the Educational Technology–Information Literacy (ET-IL) 
Planning Process  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .15

ET-IL Master Plan 2006 Excerpts:

 Chapter 1: Introduction  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .17

 Chapter 2: Needs Assessment   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .21

 Chapter 3: Goals, Objectives, and Strategies  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .27

 Chapter 6: Infrastructure & Support School Computer Survey 
  (Including Student/Computer Ratios, May 2005)   .  .  .  .  .  .  .  .  .  .  .59 

 Chapter 8: Budget Plan by Site   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .63
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Overview: 
Educational Technology– 

Information Literacy 
Planning Process

Planning for Educational Technology-Information Literacy (ET-IL) is an ongoing process within 
Poudre School District . 

We have district-level ET-IL standards that 
are adopted by the Board of Education . These 
standards integrate library information, media 
and technology and are based upon the nation-
al technology standards from ISTE, national 
information literacy standards from AASL, 
Colorado Information Literacy Standards and 
Colorado Technology Standards . 

We have a district technology plan that must 
be approved by the Colorado Department of 
Education, and each site is required to submit 
a three-year technology plan to the district ILT 
Coordinator . 

Sites are required to have technology plan-
ning committees with representatives from the 
community, curricular areas, library media, 
and administration . 

Our state plan must show how we integrate 
our library and technology programs with the 
Title II initiatives, No Child Left Behind, and 
the federal E-Rate program that provides ap-
proximately $400,000 per year in rebates to the 
district for telecommunications costs . 

Schools are expected to tie their site technol-
ogy plans to their school improvement plans to 
demonstrate how the money spent for technol-
ogy will improve student achievement . 

To review the district level plan, go online to: 
http://www .psdschools .org/programs/media-
centers/techlitplan .aspx  The district plan has 
allocations that each site gets from the mil 
and bond funds . Mil levy funds are to be used 
for more innovative uses of technology . Bond 
funds are to be used for replacement of out-
dated instructional computers . 

As principal, we hope you take a very ac-
tive role in leading your site’s ET-IL team to 
use these resources to truly impact learning 
throughout your building . 

If you would like assistance in this task, call Ben 
Johnson, District Instructional Technology Co-
ordinator at ��0-���6 or e-mail him at benj@
psdschools.org.
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Purpose
Poudre School District’s Educational Technology 
and Information Literacy Master Plan focuses on 
our commitment to the district mission to Edu-
cate . . . Every Child, Every Day, with the vision 
that Poudre School District exists to support and 
inspire every child to think, to learn, to care, and 
to graduate prepared to be successful in a chang-
ing world. 

We believe that Educational Technology and In-
formation Literacy play a major role in achieving 
this district vision of having all of our students 
learning at high levels and prepared for suc-
cessful futures. Each goal within this plan, each 
direction undertaken in teaching with or about 
technology, each strategy for teaching students 
to access, evaluate and use information, is under-
taken with over-riding aim of providing a frame-
work that allows all students to learn at high 
levels and to develop information literacy and 
technology skills to make them better students 
throughout school careers that will prepare them 
for success in their post-secondary choices. 

Technology and the information explosion are 
having an incredible impact on our world and 
must influence our educational systems. Because 
our students will be working and living in a 
global environment, we can no longer judge the 
success of our schools based upon local, state or 
national comparisons. Because we live in a world 

where information and misinformation flow 
instantly and ubiquitously, we cannot ignore the 
need for students to become discriminating users 
of that information. The students that we prepare 
to work in and lead this information-deluged 
world must be adept creators, efficient accessors, 
critical analyzers and effective users of informa-
tion. These premises drive our planning for Edu-
cational Technology and Information Literacy. 

Through implementation of this plan, Educa-
tional Technology and Information Literacy stan-
dards will be infused into the teaching at each 
grade level and the power of new technologies 
will be used to transform delivery models, learn-
ing and communication strategies, and account-
ability and assessment options. The vision of 
Poudre School District’s Media & Instructional 
Technology Department is to pull all depart-
ments together to assure that the infrastructure 
provides a robust and dynamic basis for delivery, 
standards and curriculum ensure all students 
have necessary 21st century skills, student infor-
mation system manage and provide meaningful 
data, assistive and adaptive technologies help 
special needs students learn and succeed, assess-
ment and data drive instruction and improve stu-
dent achievement, and we create an environment 
that has a powerful balance between traditional 
education and the use of technology for instruc-
tional delivery and new ways of learning. 

Chapter 1: 
Introduction

The strength of the United States is not the gold at Fort Knox or the weapons of mass destruction 
that we have, but the sum total of the education and the character of our people.

— Claiborne Pell

Excerpt from ET-IL Master Plan
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PSD’s Educational Technology and 
Information Literacy Vision and Beliefs
As we Educate . . . Every Child Every Day, 

Our vision for Education Technology and In-
formation Literacy is

A commitment to using established and evolv-
ing technologies and information literacy 
skills to develop literacy, increase productiv-
ity, inspire creativity, expand critical thinking, 
enhance achievement, and promote life-long 
learning throughout the school community. 

A Common Direction
Poudre School District’s Strategic Plan was adopted 
by the Board of Education in 2004 and is reviewed on 
a yearly basis. That plan and the Superintendent’s four 
focus areas drive district direction. Each site’s School 
Improvement Plan must have goals related to the 
district’s strategic plan.

In writing the Educational Technology and Informa-
tion Literacy Plan, our goals were aligned with the 
major areas defined in the district’s plan, as well as 
being based upon the National Technology Plan; the 
International Society for Technology’s Education 

The Strategic Plan can also be found at:
http://www.psdschools.org/documentlibrary/
downloads/Board_of_Education/Strategic_Plan-
ning/Strategic_Plan_2004-2009_Worksheet.pdf

Mission, Vision and Beliefs
Let us not encourage a young person to use technology as a shortcut to life exploration. Let us use technology as 

an energizer of learned human thinking skills. Let us use technology to move the human spirit, and the 
human mind. — Jerry Cammarata, 2001

Poudre School District Strategic Plan
2004–2009
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Standards for Teachers, Administrators and Students, 
21st Century Learning Skills; and priorities identiti-
died in No Child Left Behind, E-Rate and Title II-D. 
Educational Technology and Information Literacy 
planning can never be an isolated initiative but is a 
part of all efforts toward educational improvement.

The Over-riding Beliefs are: 

Student Learning
• Educational Technology and Information Literacy 

skills are vitally important for each Poudre School 
District student. 

Leadership
• A dynamic, enthusiastic vision and plan for 

Educational Technology and Information Literacy 
will permeate the district.

• Successful incorporation of Educational Tech-
nology and Information Literacy requires un-
derstanding, commitment, and support of the 
decision makers, staff development planners, all 
staff members, and the community.

• Leadership, support, and guidelines for district-
wide coordination and integration of Educa-
tion Technology and Information Literacy are 
the responsibility of the Media & Instructional 
Technology Department working in close col-
laboration with the Information Technology, Staff 
Development, Curriculum & Instruction, Ac-
countability and Assessment, Student Services, 
Special Education, and Human Resources De-
partments. 

Staff Development
• Training opportunities to promote competency in 

the use of Educational Technology and Informa-
tion Literacy must be provided to all staff.

• All staff are expected to work towards compe-
tency and continuous improvement in the use of 
information and appropriate technologies.

Support
• We must have building level staffing to maintain 

and support the effective use of technologies and 
the teaching of information literacy and educa-
tional technology.

• There must be proportional financial commit-
ments to equipment, library collections, software, 
and people.

Partnerships
• Partnerships between the school district and the 

community are important to explore funding and 
resource-sharing options and to move forward in 
the implementation of technologies.

Site Implementation
• Each site must plan for the most effective use 

of technology for their population based upon 
district standards and guidelines.

• Each site must have a strong library program, a 
good facility and quality resources.

Our Beliefs Related to Technology as it fits 
Within the Infrastructure and the Learning 
Environment:
Infrastructure

• Technology will be viewed as a necessary tool and 
a natural part of the whole system.

• All employees must have appropriate access to 
technology for productivity and instructional 
management.

• Information exchange and communication net-
works are essential to operate efficiently.

• Technology selection will be based on standard-
ization, flexibility, and ease of use.

• Flexible new and remodeled facility will be 
designed to adapt to emerging and changing 
technologies.

• Regular update of existing facilities to meet the 
changing needs for technologies must be part of 
the district plan.

• Funding to maintain, replace, and implement new 
technologies must be available.

• Technical support staff at both the district and 
site level are vital to the effective use of technol-
ogy. 

• The Information Technology Department is 
responsible for providing leadership, implemen-
tation and support of the district’s technology 
infrastructure. 

Instructional Support

• Teachers remain the facilitators of learning.
• Technology will allow students to learn in dif-

ferent ways, at different rates, at different times 
and in locations remote for the brick and mortar 
school building.



20 Libraries Today: A Principal’s Leadership Guide September 2006

Section 2:  ET-IL Plan

• Students will take more personal responsibility 
for their learning.

• Technology allows active, cooperative, interdisci-
plinary and individualized learning.

• Technology makes access to learning ubiquitous.
• Technology increases productivity and efficiency.
• Access to information and technology leads to the 

development of higher-level and creative think-
ing skills, information access and retrieval, and 
improvement of basic skills.

• Technology enables more effective assessment, 
including maintaining and analyzing individual 
achievement.

• Management technologies facilitate the district’s 
focus on education and effective use of resources.

• Access to and analysis of data facilitates evalua-
tion and decision-making.

Learning Standards

• Students will demonstrate Educational Technol-
ogy and Information Literacy skills as outlined 
in district standards, and as directed in No Child 
Left Behind.

• The use of technology as a tool will be integrated 
into curricular areas.

• The use of technology will promote interdisci-
plinary instruction.

• Instructional goals determine how and which 
technology is used.

• Curriculum will change to reflect the changing 
needs of an information-based, global society.

Our Beliefs Related to Libraries and Information 
Literacy:

• Students’ success in school and life is dependent 
upon their ability to intelligently access, retrieve, 
process, evaluate and use information. 

• A district and school library media and technol-
ogy program is essential to providing learning 
experiences that enable all students to develop 
the skills necessary to be literate, life long learn-
ers.

• Our library programs must preserve and develop 
in students an appreciation of our communal 
stories through literature and media. 

• Information literacy skills must both be taught in-
dependently and as an integral part of the general 
curriculum.

• In our media rich world, students must learn to 
be discriminating users of information and evalu-
ators of media techniques.

• The library media and technology program must 
have certified and support staff, resources, and 
facilities to provide students training in the use of 
and access to information in a variety of resourc-
es. 

• The library teacher shall be a trained professional 
who remains current of the trends of information 
management and provides educational leadership 
in the use of instructional and informational tech-
nology. 

• The library media and technology program 
personnel should collaborate with others in local, 
regional, state, national and international library 
programs to share resources and knowledge.

• The library media and technology program 
should be the physical and curricular hub of the 
school. 

• The Library Media Center must be a place where 
every student feels safe and capable of succeed-
ing. 

• The library media and technology program sup-
ports the concept of intellectual freedom and 
ethical use of and access to information. 

This vision and these beliefs are the filters through 
which any direction or initiative we undertake is pro-
cessed. They form the basis for the goals outlined in 
PSD’s 2006-2009 technology planning. 
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Poudre School District has been involved in planning 
for Educational Technology and Information Literacy 
for over 15 years. Our last complete plan was written 
in 2002 and continually updated in subsequent years. 

In preparation for writing this plan, the following 
methods of gathering information were used:

1. Review 2002–2005 goals and determine where we 
were in achieving those goals. 

2. Attend workshops on preparing Educational 
Technology and Information Literacy plans. 

3. Form an Educational Technology and Informa-
tion Literacy Steering Committee with represen-
tatives from various departments, schools and the 
District Parent Advisory Board.

4. Meet regularly with Building Technology Coordi-
nators and Library Media Teachers.

5. Conduct a staff survey.
6. Conduct a student survey.
7. Audit our technology infrastructure. 
8. Review the requirements in No Child Left Behind 

and other federal and state requirements. 
9. Review research and best practices related to 

Educational Technology and Information Litera-
cy. 

Below is the summary of those activities: 

Review of 2002-2005 Goals:

Goal 1: Information literacy and technology standards 
will be integrated across the curriculum so teachers 
will be able to enhance their teaching through the 
use of technology and all students will have the skills 
necessary for success in an information and technol-
ogy-driven world.

Outcome: All students, teachers and adminis-
trators will be proficient in basic information 
literacy and technology standards.

Indicators of Success:
• We revised our information literacy and 

technology standards to match those of 
ISTE

• We developed a Pathways class for teach-
ers and administrators. 

• Staff responding to our survey self-evalu-
ated their abilities as: 
- 84% highly competent in computer 

operations
- 91% highly competent with file manage-

ment
- 75% highly competent using a file server
- 93% highly competent using word pro-

cessing
- 52% highly competent using desktop 

publishing
- 93% highly competent using email.
- 89% highly competent using World 

Wide Web
- 98% of our staff use the computer daily.

• Students responding to the survey indi-
cated: 
- 90.7% used a computer at school each 

week
- 93% had and used a computer at home

• Students received only one grade related to 
computers or library on their report card. 
That is for keyboarding at the 4th grade 
level. It is a pass/fail grade. 

Weaknesses:
• Lack of valid measurements of student 

achievement levels across the district.
• Lack of consistent implementation of 

training/curriculum and accountability 
across the district for students, staff and 
administrators. 

Chapter 2: 
Needs Assessment

We must not be hampered by yesterday’s myths in concentrating on today’s needs. 
— Harold Geneen

Excerpt from ET-IL Master Plan
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Outcome: Teachers will be using lessons that take 
advantage of technology to enhance instruction 
and integrate and assess the information literacy 
and technology standards.

Indicators of Success:
• We have trained approximately 200 teach-

ers in Intel Teach to the Future™
• All administrators, teachers and classi-

fied staff whose jobs require it have been 
trained in the use of Gradebook and the 
Student Information System.

• Administrators have been trained on the 
Student Information System and on using 
data analysis tools. 

• The teacher’s job evaluation includes a re-
quirement to use appropriate technologies 
in their teaching. 

• We are training schools on the use of 
Blackboard. 

• We provide streaming video, online data-
bases, and Blackboard to all teachers. 

Weaknesses:
• We do not have clear indicators of expecta-

tions related to the use of technology in the 
classroom. 

• We do not have an effective way to docu-
ment, evaluation and share best practices. 

Outcome: There will be a variety of technology-
rich programs in various departments throughout 
the district.

Indicators of success:
• Schools use a variety of programs to meet 

students needs, such as:
- Blackboard
- Virtual High School with Class.com 

curriculum
- Colorado Online 
- GIS
- Renaissance Accelerated Reader and 

Accelerated Math
- Read 180
- Smart Boards
- Student Response Systems

• Curriculum adoptions include the require-
ment of looking at digital content.

• We have broad-based use of adaptive tech-
nology and a person to assist teachers in 
using these resources effectively.

Weaknesses:
• We need to evaluate the effectiveness of 

programs more effectively. 
• We need a more systematic approach to 

adopting new programs to determine how 
they support or enrich existing instruc-
tional strategies and their impact on the 
technology infrastructure. 

Outcome: PSD students are proficient in research 
and the use of information technologies and will 
be enthusiastic and competent readers.

Indicators of success:
• Standards have been created to address 

this.
• At each level, students have training on 

research strategies and the use of informa-
tion.

• We have implemented TurnItIn™ to help 
students understand effective and ethical 
ways to use information. 

Weaknesses:
• Lack of consistency and accountability 

across the district. 

Goal 2: Technology will be used to manage and ex-
pand student learning opportunities.

Outcome: PSD students are successful in com-
pleting online instruction.

Indicators of success:
• Our Virtual High School is meeting the 

needs of at-risk students with over 90% 
completing coursework successfully. 

• Blackboard™ is becoming the basis of many 
of our online coursework for students with 
the following results in January 2006:
- 475 active courses
- 2,357 active users
- Average 36,341 page views per day

Weaknesses:
• We need to develop more online options 

and find ways to meet more students 
needs. 
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Outcome: PSD teachers and administrators can 
access on-demand staff development for required 
proficiencies.

Indicators of success:
• We offer classes on Channel 10.
• We are experimenting with streaming and 

on-demand classes. 
Weaknesses:
• This goal has not been achieved in a way 

that allows true on-demand access.

Goal 3: The District Technology Plan and individual 
site plans will determine all technology directions and 
purchases.

Outcome: The district technology plan is an 
evolving document that leads the district technol-
ogy initiatives.

Indicators of success:
• All sites do three-year technology plans 

based upon learning objectives and all 
purchases are based upon that planning.

• The district approves all site plans and 
purchases.

• The district staff meets regularly to review 
our plans for technology. 

Weaknesses:
• Because of the broad use of technology 

throughout the district, funds barely cover 
replacement at this point. We are going to 
have to look at ways to increase funding to 
allow for creative uses of new technologies. 

Outcome: Site plans determine that money and 
time spent on technology is directed at improving 
student achievement.

Indicators of success:
• Because site plans require that all expendi-

tures be tied to student learning goals, this 
remains our district’s focus.

Weaknesses:
• Educational Technology and Information 

Literacy should be an integral part of the 
School Improvement Plan and not be a 
separate document and process. 

Needs Identified Through the Survey
Staff was asked to take an online survey on their used 
of educational technologies. We had 756 respondents 
to this survey, representing about 28% of our staff. Be-
cause we were concerned that an online survey would 
eliminate some of our less technical savy staff, we rep-
licated the survey with our Early Childhood staff who 
tend not to be heavy users of technology. Their results 
mirrored those on the technology survey. Therefore, 
we feel the survey has good information on which to 
base decisions. 

The demographic makeup and results of this survey 
are in Appendix A of this report. The major trends 
that we saw from the survey were that most people 
(89.7%) have access to online computers at home, 
although about a third of those with access do not 
have high speed access. Ninety-eight percent say they 
use the computer daily in their work. The major-
ity feel very competent in using computers (in most 
questions related to this between 85% and 95% said 
they could teach the skill or were competent in their 
own use). Areas of need include specific applications, 
such as video streaming, Blackboard, data miner, 
digital and video cameras, and webpage construction. 
Ninety-seven of those responding feel that technology 
makes them more effective in their work, and 93% 
feel comfortable learning and using new technologies. 
This is an incredible increase in staff acceptance and 
use of technology. 

The open-ended responses were most helpful in de-
termining areas that we need to focus our efforts. 

Those were summarized as shown on the following 
page.
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Open-Ended Results to the question:
“List the technologies that you would like to learn 
more about.”

Online
Survey

Paper 
Survey

Hardware
Alpha Smarts
Programmable Calculator
PDAs
Projectors (Elmo)
Wireless Technologies

Software
Spreadsheets / MS Excel
MS Powerpoint
Blackboard
Smartboard
Gradebook / SILK / Excent
Desktop Publishing / 
  MS Publisher
United Streaming
Research / Data Miner
Dreamweaver
Database / MS Access
Fireworks
Calendars / Meeting Maker
Clickers
MS Word
Adobe Elements
Photoshop
Virtual High School
MS Project
Bi Tech

Other Areas of Interest
Digital Photography / Video / 
   Movies
Web Page Design / 
   PSD Web Page
File Management / 
   Server Access
Graphics
Music Technologies
Assistive Technologies
Web / Copyright Issues
Internet Searches
Keyboarding

12
8
7
5
3

84
80
77
71
53

50
40
35
35
31
15
15
14
13

8
7
2
2
2

108

78

14
13

6
4
3
2
1

1

8
14

1

2

3
3
1

3

14

3

2
3

1

1

Needs Identified Through Curricular/
Instructional Assessments
The district follows state and federal initiatives in 
looking for ways to increase student achievement in 
literacy, math and science to assure a year’s growth 
each year in school and to raise the scores of under-
achieving students to close the achievement gap. In 
addition to our strategic plan which focuses efforts on 
improving learning for our Latino population, we also 
have four initiatives identified by our superintendent. 
They are to:

1. Expand early childhood education, 
2. Focus on educating the “whole child,” 
3. Strengthen parental, family, and community ac-

cess and involvement in K-12 education, and 
4. Demonstrate individual student academic 

growth.
In working with our Curriculum Facilitators, Special 
Education, Student Services, and those implement-
ing the Student Information System, we identify the 
following needs:

• All curriculum adoptions need to address how 
technology should be used to better deliver the 
most current information for student learning. 

• All curricular areas should identify best practices 
in the use of technology and research strate-
gies and how to replicate those best practices 
throughout the district.

• All curriculum facilitators should use technology 
to provide teaching resources and strategies. 

• At-risk, ELL, and special needs students need to 
have access to learning and adaptive technologies 
that allow them to maximize their learning. 

• The Student Information System needs to be used 
by teachers to communicate with parents so as 
partners they can improve their student’s achieve-
ment. 

• Use of data to inform instruction must perme-
ate the district so each teacher is able to use this 
information to help each student. 

• Information literacy must be included as one of 
the important and necessary literacies for stu-
dents’ success. 

• We must determine ways to account for all stu-
dents being competent in using technologies at 
the 8th grade level. 
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Infrastructure Needs
Because of mill levy and bond issues in the 90s, Pou-
dre School District was able to develop a robust tech-
nology infrastructure. However, the bond money will 
be expended in 2008, and the mill levy is not enough 
to replace existing computers in an effective cycle. We 
will have to find additional revenue streams to remain 
current after 2008. 

The section on Infrastructure more completely ad-
dresses our current status and the needs related to 
infrastructure, but the basic needs are:

• To include technology as a funding issue in a mill 
levy over-ride in 2008.

• To provide adequate staffing at the district level 
to support the technology infrastructure.

• To provide adequate support in the schools for 
technology support. 

• To continue to evaluate and upgrade district-level 
software. 

From the perspective of Information Literacy and 
instructional support needs, we need to: 

• Determine ways to fund online resources.
• Determine ways to integrate resources so they are 

readily available to students and teachers. 
• Provide staffing at the sites to allow for library 

operation and the teaching of information literacy 
standards.

Business Services Needs
Business Services has recently updated their finance 
software. Other departments, such as food services, 
human resources, and purchasing need support with 
software implementation and updates.

Needs Identified Through Research and Best 
Practices
One of the most comprehensive analyses of using 
technology for improved student achievement can be 
found on North Central Regional Educational Labo-
ratory’s web page at http://www.ncrel.org/sdrs/areas/
issues/methods/technlgy/te800.htm.

This study found that 87% of youth between 12 and 17 
use the internet (Lenhart, Rainie, & Lewis, 2001). This 
is just one of the many statistics that tell us how wide-
spread our students’ use of technology is; and forces 
us to address what we are doing to insure that they 

are using this tool wisely and well. We must incorpo-
rate the 21st Century Learning Skills (Partnership for 
21st Century Skills, 2005) into our curriculum. Those 
skills include:

Critical Thinking
Problem Solving
Communication
Collaboration
Creativity
Self-Directed Learning
Information & Media Literacy
Accountability & Adaptability
Social Responsibility

Also, the Western States Benchmarking Consortium’s 
rubrics on Integrating Technology provide “Guid-
ing Questions” for and “Possible Evidence” of best 
practices.

A real concern is the widening gap between the 
knowledge and skills students are acquiring in schools 
and the knowledge and skills needed to succeed. An 
additional concern is between the need to raise the 
bar for all students and to close achievement gaps. We 
must be certain we address the needs of our students 
at-risk, English language learners, and students with 
disabilities. And, technology must be used to assist us 
in using data to drive decisionmaking. 

Summary of the Key Needs to Address 
in the 2006-2009 Master Plan
1. Use technology to support and improve stu-

dent learning. Technology must support aca-
demics across all curricular areas in a planned 
and accountable fashion. This will require: 
• Standardization of a delivery tool, such as 

Blackboard. 
• Acquisition and development of course mate-

rials that can be made available to all students 
in a fiscally sustainable fashion. 

• Expanded opportunities for online learning. 
• Assistive and adaptive technologies for stu-

dents who need those resources.
• Adoption of curriculum materials to include 

technology resources. 
• Research, pilot and implement the effective 

use of new technologies. 
• Clear expectations of teachers to use technol-

ogy effectively. 
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• Student information systems that assist teach-
ers and students in adapting instruction.

• An evaluation system to determine success 
with technology integration.

• A method to train teachers and share best 
practices related to the use of technology.

• Educational Technology and Information 
Literacy planning integrated into school im-
provement plans with a stronger link to using 
library information and technology to improve 
student achievement.

2. Provide students with necessary 21st Century 
Skills. All students need to be able to use infor-
mation and technology effectively to succeed in 
school and in their post-secondary choices. We 
must assure
• Standards adopted for Information Literacy 

and Educational Technology are taught to all 
students. 

• Systems are in place to assist with teaching 
of these skills, such as plagiarism protection 
software and knowledge of copyright. 

• Staff who are highly qualified to teach these 
standards.

• Evaluation methods are in place to assure that 
student are achieving at high levels.

• The requirement of NCLB to demonstrate 
these competencies as students exist 8th grade 
is fulfilled. 

3. Use student data to inform instruction. We 
must have data from multiple sources to analysis 
student learning. We must find ways and provide 
time for teachers to use the data we are collecting 
about student learning to inform their instruction 
in a timely manner. 

4. Maintain a safe learning environment. Our 
policies and procedures need review to determine 
that students and parents are knowledgeable 
about how to use information and technology 
appropriately and safely. Although the internet 
offers new venues for communications and new 
paths to risk, our intent is to deal with the behav-
ior and the risk and not the tool that is used. 
• Review and revise the Acceptable Use proce-

dures.
• Select and implement an internet safety train-

ing program.

5. Provide staff with the skills and knowledge 
they need to best perform their jobs. Although 
our staff has high levels of technical expertise, 
we need to address areas of weakness and assure 
that all staff uses information and technology ef-
ficiently and effectively. 

6. Improve electronic communications. All forms 
of electronic communication need to be evalu-
ated and updated. We will be: 
• Replacing and training on a new and better 

email and scheduling system.
• Exploring the use of streaming technologies.
• Improving our web communications in gen-

eral and our student information system and 
parent information in particular.

• Continuing the upgrade of telephone systems 
and exploring more cost effective mobile com-
munications.

7. Continue to upgrade core business applica-
tions. The on-going challenge for Information 
Technology is to have all of the systems working 
seamlessly, sharing data while maintaining high 
levels of security. 

8. Maintain a strong hardware and software 
infrastructure. This area continues to be a chal-
lenge because we now have so many computers in 
our district that just keeping those machines and 
the software current uses the majority of the bud-
get that was added during a 1997 and 2000 mill 
levy and bond. We need to explore additional mill 
levy funds for technology and library information 
resources. 

9. Provide adequate staffing and support. As our 
district continues to be funded near the low-
est level in the state, as our enrollment remains 
flat, and as some of our intercity schools lose 
enrollment, our staffing for library media and 
technology have been impacted. We need to have 
highly qualified teachers teaching these skills 
and a well-trained technology staff to support 
them. District-level staff to support libraries and 
technology is also important. For Information 
Technology the challenge of attracting qualified 
staff has become greater as the area job market 
improves.
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Poudre School District’s Strategic plan is designed 
around six priorities. Our Educational Technology 
and Information Literacy Master Plan uses those 
priorities as a basis and develops SMART (Specific, 
Measurable, Attainable, Realistic and Trackable) goals 
under each. They are closely aligned with school ac-
creditation goals, curriculum and instruction initia-
tives, and the district-wide staff development plan.

Strategic Priority 1: Curriculum, 
Instruction, Assessment, and Evaluation
ET-IL Priorities

• Prepare students with Educational Technology/
Information Literacy Skills necessary for in-
school and post-secondary success.

• Use Data and Assessment management to inform 
teaching and improve achievement.

Strategic Priority 2: Environment
ET-IL Priority

• Provide technology infrastructure, technical 
support and technology planning that improves 
teaching and student achievement.

Strategic Priority 3: Resources
ET-IL Priority

• Provide online classes and online resources that 
improve access, teaching, and student achieve-
ment. 

• Retain students who are at risk of dropping out 
or who are unable to attend a brick and mortar 
school by providing additional learning opportu-
nities or options. 

Strategic Priority 4: Parent & Community 
Partnerships
ET-IL Priority:

• Involve parents and the community in designing 
and maintaining best practices to prepare stu-
dents in the school career and for post-secondary 
options.

• Provide options for community learning. 

Strategic Priority 5: Human Resources De-
velopment
ET-IL Priority

• Engage all staff in ongoing professional develop-
ment to maximize their effective use of educa-
tional technology and information literacy. 

Strategic Priority 6: Communication
ET-IL Priority

• Use technology to effectively communicate with 
our school community.

Chapter 3: Goals, 
Objectives, and Strategies

The reason most people never reach their goals is that they don’t define them, or ever seriously 
consider them as believable or achievable. Winners can tell you where they are going, what they 

plan to do along the way, and who will be sharing the adventure with them. — Denis Watley

Excerpt from ET-IL Master Plan
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Goals, Objectives and 
Actions
Strategic Priority 1: Curriculum, In-
struction, Assessment, and Evaluation
ET-IL Priority

• Prepare students with Educational Technology/
Information Literacy Skills necessary for post-
secondary success.

Goals 1 A-D

A. Upon exiting 5th, 8th and 11th grade, students 
will be proficient in the District ET-IL Stan-
dards based upon NETS/ISTE standards. 
All teachers need to be aware of their role in de-
livering the ET-IL standards since many of these 
standards need to be embedded within other 
curricular areas. Some standards are stand-alone 
and must be taught within the library media 
program or as a distinct part of the curriculum in 
Career and Technical Education or Critical Skills 
courses. 
Objectives and Actions:
1. District ET-IL Standards will be revised on an 

ongoing, systematic fashion.
2. Based upon NETS standards, revise and con-

tinue the implementation and evaluation of 
PSD’s ET-IL standards and 21st century skills 
for students.

3. Align the teaching of ET-IL goals to assure 
consistency district wide.

4. Measure and track, on an on-going basis, 
student progress toward meeting stated goals, 
assuring that all fifth, eighth, and eleventh 
graders achieve proficiency in ET-IL stan-
dards.

5. Develop an eighth grade assessment to fulfill 
NCLB requirement that all students are tech-
nologically literate by the end of their eighth 
grade year.

B. An Internet Safety Curriculum will be imple-
mented in all schools.
1. By Fall 2006, develop and begin implemen-

tation of an internet Safety curriculum that 
includes citation guidelines, copyright, plagia-
rism, and internet etiquette.

2. By Fall 2006, resolve the acceptable use pro-

cedures to assure student and staff knowledge 
of the expectations and consequences of their 
actions.

3. By Fall 2007, all students will be assessed on 
their knowledge of internet Safety. 

C. Educational Technology and Information Skills 
will be used across the curriculum to enhance 
student learning.
1. Continue to use emerging technologies, such 

as personal response systems, Intel Teach the 
Future, United Streaming, Web Quests, and 
Pod casting, throughout the curriculum. 

2. Utilize technology to meet the learning 
requirements of special needs, at-risk and 
English language learners. 

3. Expand the career and technical education op-
portunities for all students. 

4. Educate and motivate students in the use of 
21st century communication and collabora-
tion skills and prepare staff to teach those 
skills.

5. Focus Educational Technology and Informa-
tion Literacy on improving student achieve-
ment in the district goal areas of reading, 
writing, and math. ET-IL skills should be 
implemented at all levels.

ET-IL Priority

• Use Data and Assessment management to in-
form teaching and improve achievement.
Integrated, interoperable data systems are the key 
to better allocation of resources, greater manage-
ment efficiency, and online and technology-based 
assessments of student performance that empow-
er educators to transform teaching and personal-
ize instruction.

D. Student Information Systems will provide 
efficient methods for gathering and process-
ing information to assist and guide school and 
district staff decisions.
1. Establish a plan to integrate data systems so 

that administrators and educators have the 
information they need to increase efficiency 
and improve student learning.

2. Use data from both administrative and 
instructional systems to understand relation-
ships between decisions, allocation of resourc-
es and student achievement.
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3. Ensure interoperability. For example, con-
sider School Interoperability Framework (SIF) 
Compliance Certification as a requirement in 
all RFPs and purchasing decisions.

4. Train in the use of Silk, Pinnacle, and Student 
Data Miner.

5. Use assessment results to inform and differen-
tiate instruction for every child.

Strategic Priority 2: Environment
ET-IL Priority

• Provide technology infrastructure, technical 
support and technology planning that improves 
teaching and student achievement.

Goal 2

Provide technology infrastructure, technical sup-
port, and technology planning that improves teach-
ing and student achievement.

Providing technology infrastructure, technical sup-
port, and technology planning is a prerequisite for all 
other Education Technology/Information Literacy 
goals.

Objectives
1. District and site Educational Technology/In-

formation Literacy plans will be a part of 
school accreditation planning and will focus 
on providing hardware, software, access, print, 
and electronic resources and training to im-
prove student achievement.
a. All sites will be trained on technology 

planning.
b. All sites will be required to submit a school 

technology plan every three years.
2. The district will have the hardware, software, 

infrastructure, facilities, and training options 
to meet the learning needs of students.
a. Schools will be provided with bond and 

mil money to make purchases.
b. A building technology coordinator will be 

assigned to each site to maintain technol-
ogy and provide technical support.

3. Provide equity in access to technology across 
sites, programs and grade levels.
a. Provide a budget, based on school enroll-

ment, for each site.

4. Provide mechanism for the regular updating 
and replacement of technology used in PSD.
a. Determine a replacement cycle for com-

puters and software.
b. Equipment and software will be automati-

cally replaced on this cycle.
5. Provide adequate support to enable the effec-

tive use of technology in PSD.
a. Provide each building with a media spe-

cialist, building technology coordinator, 
and district level support personnel.

6. Establish guidelines for the use of staff and 
student owned technology in schools.
a. Form a committee to evaluate and recom-

mend a policy for staff and student owned 
technology.

7. PSD will support technology integration by 
funding adequate building and district support 
staff to provide staff development that guaran-
tees successful use of technology.
a. Require schools to spend at least 10% of 

their mil money on staff development.
b. Work with PSD staff development to 

develop and fund appropriate technology 
related staff development for technology 
training.

8. Software and hardware will be evaluated and 
updated regularly to allow for emerging tech-
nologies.
a. A replacement cycle for hardware and 

software will be developed.
b. PSD teachers and staff will attend local 

technology conferences to be made aware 
of new technologies.

c. School technology teams will meet regu-
larly to evaluate existing hardware and 
software, and determine if new software 
and hardware is required.

9. Establish a process for the coordinated up-
grading of software district-wide.

10. Identify instructional software to support and 
enhance the school curriculum and develop 
recommendations for purchase. (From ISTE)

11. Apply guidelines for budget planning and 
management procedures related to educa-
tional computing and technology facilities and 
resources. (From ISTE)
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a. Require schools to write a technology plan 
every three years. The plan will be ap-
proved by district ET-IL personnel.

12. Apply procedures related to troubleshooting 
and preventive maintenance on technology 
infrastructure. (From ISTE)
a. Provide training for building technology 

trainers.
13. Suggest policies and procedures concerning 

staging, scheduling, and security for managing 
computers/technology in a variety of school/
laboratory/classroom settings. (From ISTE)

14. Recommend specifications for purchasing 
technology systems in school settings. (From 
ISTE)

15. Use plans to configure software/computer/
technology systems and related peripherals in 
laboratory, classroom cluster, and other ap-
propriate instructional arrangements. (From 
ISTE)

16. Model integration of software used in class-
room and administrative settings including 
productivity tools, information access/tele-
communication tools, multimedia/hyperme-
dia tools, school management tools, evalu-
ation/portfolio tools, and computer-based 
instruction. (From ISTE)

17. Use and apply strategies for troubleshooting 
and maintaining various hardware/software 
configurations found in school settings. (From 
ISTE)

18. Work with technology support personnel to 
maximize the use of technology resources 
by administrators, teachers, and students to 
improve student learning. (From ISTE)

19. Create an ongoing, district-wide, Education 
Technology and Information Literacy board.

http://cnets.iste.org/ISTENCATE/TF_standards.doc 
INTERNATIONAL SOCIETY FOR TECHNOLOGY 
IN EDUCATION (ISTE) Educational Computing and 
Technology Standards for Technology Facilitation 
Initial Endorsement

Strategic Priority 3: Resources
ET-IL Priority

• Provide online classes and online resources that 
improve access, teaching, and student achieve-
ment. 

• Retain students who are at risk of dropping out 
or who are unable to attend a brick and mortar 
school by providing additional learning oppor-
tunities or options. 

Goal 3

Provide online classes and online resources that 
improve access, teaching, and student achievement. 
Retain students who are at risk of dropping out 
or who are unable to attend a “brick and mortar” 
school for a variety of reasons by providing addi-
tional learning opportunities and options.

“In the past five years there has been significant 
growth in organized online instruction (e-learning) 
and “virtual” schools, making it possible for students 
at all levels to receive high quality supplemental or 
full courses of instruction personalized to their needs. 
Traditional schools are turning to these services to 
expand opportunities and choices for students and 
professional development for teachers.” National Edu-
cation Technology Plan - 2004

“Public schools that do not adapt to the technology 
needs of students risk becoming increasingly ir-
relevant. Student will seek other options.” National 
Education Technology Plan - 2004

Objectives:
1. Continue and expand Poudre School Dis-

trict online learning opportunities including: 
Virtual High School, Colorado Online, and 
Blackboard as a way to supplement face-to-
face classes.
a. Maintain 200 VHS enrollments per school 

year. These courses will primarily serve at-
risk students.

b. Offer at least 20 Colorado Online en-
rollments each year. These courses will 
primarily serve students who want to 
take courses that are not available at their 
schools.

c. Increase Blackboard supplemented courses 
by 10% each school year.

2. PSD will continue to explore using technology 
to expand the range of course material and 
information available to students. This should 
include remote courses for subjects not taught 
in particular schools or in the district as a 
whole, as well as electronic textbooks.
a. Instructional technology director and 

coordinator will subscribe to and read 
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journals related to educational technology 
and information literacy.

b. Curriculum TOSAs and ET-IL committee 
will discuss and determine which ET-IL 
technologies to implement.

3. Develop our own online courses to supple-
ment, enhance, and remediate.
a. PSD curriculum specialists, instructional 

technology coordinator, and teachers will 
create five online courses per academic 
year.

4. Provide every student access to e-learning. 
(Recommendation from the National Educa-
tion Technology Plan, 2004)
a. Make Blackboard available for all teachers 

to supplement their face-to-face courses.
b. Create a process that allows all 9-12 high 

students access to VHS courses.
c. Create a process that allows 7-12 students 

access to Colorado Online courses.
5. Enable every teacher to participate in e-learn-

ing training. (Recommendation from the 
National Education Technology Plan, 2004)
a. Make Blackboard training available to all 

PSD teachers and staff.
6. Encourage the use of e-learning options to 

meet No Child Left Behind requirements for 
highly qualified teachers, supplemental ser-
vices and parental choice. (Recommendation 
from the National Education Technology Plan, 
2004)
a. Via staff development, make online courses 

available to PSD teachers and staff.
7. Explore creative ways to fund e-learning 

opportunities. (Recommendation from the 
National Education Technology Plan, 2004)
a. Form a committee to evaluate the possible 

cost savings provided by retaining students 
with online classes.

8. Develop quality measures and accreditation 
standards for e-learning that mirror those 
required for course credit. (Recommendation 
from the National Education Technology Plan, 
2004)
a. Form a committee to create and evaluate 

PSD created online courses.

9. Ensure that every teacher has the opportunity 
to take online learning courses. (Recommen-
dation from the National Education Technol-
ogy Plan, 2004)
a. Via staff development, make online courses 

available to PSD teachers and staff.
10. Create an ET-IL web site with up-to-date 

resources. A one stop for all ET-IL content for 
all subjects.

11. Ensure that teachers and students are ad-
equately trained in the use of online content. 
(Recommendation from the National Educa-
tion Technology Plan, 2004)

Strategic Priority 4: Parent & Commu-
nity Partnership
ET-IL Priority

• Provide options for community learning. 
• Involve parents and the community in design-

ing and maintaining best practices to prepare 
students in their school career and for post-sec-
ondary options.

Goal 4A

Technology classes will be offered to the school’s 
community to improve their skills.

Objectives
1. In cooperation with Poudre School District’s 

community learning center, offer a variety of 
technology related courses to PSD community 
and parents.
a. Work with the community learning center 

to identify technology related courses and 
instructors.

2. In cooperation with PSD’s school resource 
officers and the police department, offer the 
community and parents several internet safety 
workshops.
a. Identify SROs who are willing and able to 

conduct internet safety workshops.
b. Schedule several workshops at various 

schools. Publicize dates and times on PSD 
web site and school newsletters.

3. In cooperation with individual site’s media 
centers, offer a variety of after school open 
computer lab hours and technology work-
shops.
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a. Work with school media specialists to 
identify sites and dates for open computer 
lab times for community, parents, and 
students.

4. In cooperation with LINC, provide commu-
nity and parents with summer access to select 
PSD media centers.

5. In cooperation with PSD staff development, 
make ET-IL staff development courses avail-
able to the community and parents.

Goal 4B

Use technology to reach parents. (This is also ad-
dressed under communications.)

Objectives:
1. In cooperation with PSD’s channel 10, produce 

a variety of ET-IL programs, such as internet 
safety, and make them available to parents 
and community through cable television and 
streaming web sites.

2. Work with channel 10 staff to identify pro-
grams of interest to the community.

3. Produce a variety of ET-IL programs for par-
ents and the community.

Strategic Priority 5: Human Resource 
Development
ET-IL Priority

Engage all staff in ongoing professional develop-
ment to maximize their effective use of educational 
technology and information literacy. 

Providing staff with meaningful ongoing staff de-
velopment is the most important element to ensure 
technology and information literacy have a positive 
impact on instruction, assessment, management, 
and job efficiency. This professional learning must 
be system-wide so that all employee groups have the 
knowledge and skills in areas that most impact their 
role in the district. It must be differentiated, on-going, 
and wherever possible imbedded into other profes-
sional learning community activities at the site. 

Our goal is that staff learn to use the technologies as 
a transparent means to the end with the focus on the 
problem to be solved, the service to be provided rath-
er than on the tool itself. The scaffold for district-wide 
staff development is formed on four cornerstones 
—Leadership Development, Curriculum, Instruction 
and Pedagogy, Assessment and Accountability and 

Technical and Organizational Training. We have used 
that same scaffold for setting our goals for Education-
al Technology/Information Literacy competencies. 

Goal 5A

Leadership Development: Using the Technology 
Standards for School Administrators defined by 
ISTE and tracking completion rate on the staff 
development software, 90% of our district leaders 
will be provided training and become proficient in 
using technology in the following areas:

1. Leadership and Vision. Leaders must be able to 
establish the vision for the district, their depart-
ment or school for the use of Educational Tech-
nology and Information Literacy that leads to its 
effective use.

2. Learning and Teaching: Leaders will be active in 
promoting the effective use of educational tech-
nology and information literacy in the instruc-
tional environment where the resources meet the 
individual needs of diverse learners. 

3. Productivity and Professional Practice. Leaders 
must model the use of technology in analyzing 
data, communicating and collaborating with 
school communities, and engaging in professional 
learning and research.

4. Support, Management, and Operations: Leaders 
must integrate school improvement plans, ac-
creditation reports and technology plans in a way 
that they all focus on improving student achieve-
ment and leveraging resources. 

5. Assessment and Evaluation. Leaders use multiple 
methods to assess and evaluate learning and pro-
ductivity. They use data to drive decisions.

6. Social, Legal, and Ethical Issues. Leaders must 
understand and enforce the legal and ethical is-
sues related to the use of information and tech-
nology and model responsibility. 

(This material was originally produced as a project of 
the Technology Standards for School Administrators 
Collaborative.)

Objectives 5A
1. Revise the Pathways training for administra-

tors. 
2. Develop face-to-face and online training and 

evaluations for each of the six strands identi-
fied under Objective A.
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a. Work with Assessment and Accountability 
to integrate all Educational Technology/
Information Literacy planning into the 
School Improvement and Accreditation 
Plan.

b. Provide on-going training instructional 
software as required to support the cur-
riculum and instruction activities in the 
building, including: 
 i.   Blackboard ™
 ii. Read 180™
 iii. Accelerated Reader™

c. Provide systemic training productivity 
software as required for the position, in-
cluding:
 i.   Email
 ii. Student Information System
 iii. Bi-Tech™
 iv. MicroSoft Office products
 v.   Internet
 vi. Staff Development planning and track-

ing software.
d. Provide training in technology tools for 

assessment and data analysis, including:
 i.   CSAP analyzer and data miner
 ii. Curriculum specific assessment tools

e. Provide ongoing training in internet safety, 
acceptable use requirements, copyright 
regulations and other issues related to Edu-
cational Technology/Information Literacy.

f. Develop a knowledge base about online in-
structional opportunities so principals can 
implement options for alternative delivery 
media. 

3. Evaluate and document administrators’ levels 
of expertise related to the district Educational 
Technology/Information Literacy goals. 

Goal 5B

Curriculum, Instruction and Pedagogy: Using 
the Technology Standards for Instructional Staff 
defined by the International Society for Technology 
in Education and tracked on the staff development 
management system, 80% of our teachers will re-
ceive ongoing training for classroom instructional 
staff in the use of Educational Technology and In-

formation Literacy and become proficient in using 
the technologies that impact their student achieve-
ment in the following areas. Our district trains all 
instructional staff, both certified and classified, 
in common learnings to expand capacity of our 
instructional providers. Therefore, where the ISTE 
standards designate “Teachers” we use the term of 
“Instructional Staff.”

1. Technology Operations and Concepts 
Instructional Staff demonstrate a sound under-
standing of technology operations and concepts. 
Instructional Staff: 
a. Demonstrate introductory knowledge, skills, 

and understanding technology of concepts 
related to technology (as described in the ISTE 
National Education Technology Standards for 
Students). 

b. Demonstrate continual growth in technology 
knowledge and skills to stay abreast of current 
and emerging technologies.

2. Planning and Designing Learning Environments 
and Experiences.
Instructional Staff plan and design effective learn-
ing environments and experiences supported by 
technology and using information. Instructional 
Staff will; 
a. Design developmentally appropriate learning 

opportunities that apply technology-enhanced 
instructional strategies to support the diverse 
needs of learners. 

b. Apply current research on teaching and learn-
ing with technology when planning learning 
environments and experiences. 

c. Identify and locate information and technol-
ogy resources and evaluate them for accuracy 
and suitability. 

d. Plan for the management of technology re-
sources within the context of learning activi-
ties. 

e. Plan strategies to manage student learning in a 
technology-enhanced environment.

Goal 5C

Teaching, Learning, and the Curriculum. All cur-
riculum adoption teams and school improvement 
teams will be trained in ways to implement tech-
nologies that improve instruction.
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Instructional Staff implement curriculum plans, that 
include methods and strategies for applying technol-
ogy to maximize student learning. Instructional Staff 
will: 

1. Facilitate technology-enhanced experiences that 
address content standards and student technol-
ogy standards. 

2. Use technology to support learner-centered strat-
egies that address the diverse needs of students. 

3. Apply technology to develop students’ higher 
order skills and creativity. 

4. Manage student learning activities in a technol-
ogy-enhanced environment.

Goal 5D

Productivity and Professional Practice. Staff will be 
trained to improve productivity through the use of 
information and technology. 

Instructional Staff use technology to enhance their 
productivity and professional practice. Instructional 
staff will: 

1. Use technology resources to engage in ongoing 
professional development and lifelong learning. 

2. Continually evaluate and reflect on professional 
practice to make informed decisions regarding 
the use of technology in support of student learn-
ing. 

3. Apply technology to increase productivity. 
4. Use technology to communicate and collaborate 

with peers, parents, and the larger community in 
order to nurture student learning.

Goal 5E

Social, Ethical, Legal, and Human Issues. Instruc-
tional Staff understand the social, ethical, legal, and 
human issues surrounding the use of technology in 
PK-12 schools and apply those principles in prac-
tice. Instructional Staff will: 

1. Model and teach legal and ethical practice related 
to technology use. 

2. Apply technology resources to enable and em-
power learners with diverse backgrounds, charac-
teristics, and abilities. 

3. Identify and use technology resources that affirm 
diversity. 

4. Promote safe and healthy use of technology re-
sources. 

5. Facilitate equitable access to technology resourc-
es for all students. 
Objectives 5E
1. Using Intel Teach to the Future 2™ revise the 

basic skill set teachers need in the areas of 
Educational Technology/Information Literacy.

2. Provide ongoing training in application and 
presentation software.

3. Provide ongoing training in content specific 
applications.

4. Provide ongoing training in the use of data to 
inform instruction.

5. Provide training in the use of research strate-
gies using both online and printed materials.

6. Provide internet safety training and ethical use 
of technology and information.

7. Provide training in applications for instruc-
tional staff serving students with special 
needs, such as Excent™.

Goal 5F

Assessment and Accountability. As documented 
on the staff development tracking software, all staff 
will be trained and use information and technol-
ogy to inform their instructional decisions. Us-
ing standards outlined in the ISTE standards for 
administrators and teachers related to this area and 
district, state and federal guidelines, staff will be 
trained to access, analyze and use data effectively.

1. Leaders use multiple methods to assess and 
evaluate learning and productivity. They use data 
to drive decisions

2. Instructional Staff apply technology to facilitate 
a variety of effective assessment and evaluation 
strategies. Instructional Staff will: 
 a. Apply technology in assessing student learning 

of subject matter using a variety of assessment 
techniques. 

 b. Use technology resources to collect and ana-
lyze data, interpret results, and communicate 
findings to improve instructional practice and 
maximize student learning. 

 c. Apply multiple methods of evaluation to de-
termine students’ appropriate use of technol-
ogy resources for learning, communication, 
and productivity.
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Objectives 5F
1. Provide training for principals and lead teach-

ers in August of each year on the use of data to 
inform teaching strategies.

2. During the year, deliver a systematic program 
on data analysis and interpretation.

3. Move to an electronic version to train staff on 
using student information systems and data 
systems to assist in instruction. 

Goal 5G

Technical and Organizational Training. Staff or su-
pervisors requesting job specifics for non-instruction-
al staff will be provided those training options and the 
results of the training will be documented through 
the staff development tracking software.

Objective 5G
1. Provide options for training through outside 

sources for employees with special needs.
2. Provide training in district production and 

communication tools, such as:
a. Bi-Tech™
b. Email
c. Web design
d. Microsoft Office
e. Project Management

3. Provide training to increase productivity.
Goal 5H

Develop Systems for Delivery of Professional De-
velopment. By 2009, 50% of the staff will participate 
in training through an online or alternative model 
for instructional delivery. 

Objective 5H
1. Implement the staff development software to 

allow all district staff development to be man-
aged around professional learning goals both 
from the district and school leadership level. 

2. Develop training and assessment of skills on 
Blackboard.

3. Expand online training options.
4. Deliver training via Channel 10.
5. Deliver training via the internet through web-

casts and streaming video.

Strategic Priority 6: Communication
ET-IL Priority

Use technology to effectively communicate with 
our school community.

The fact that we have quick access to more infor-
mation than we have ever had in the past does not 
mean that we have automatically improved either our 
internal or external communications. Our district has 
as one of its six priorities the recognition of the need 
to communicate with all groups. Therefore, the use of 
technology to achieve this has been included in our 
Educational Technology and Information Literacy 
plan. 

Goal 6A

All students and staff will have access to a robust 
email system, trained in effective use of electronic 
communications and staff will use the system daily 
to remain current on district communications.

Objective 6A
1. A new web-based email system will be select-

ed.
2. Training in both the use of the system and ef-

ficiency for managing email communications 
will be delivered to all staff members.

3. All students will have district email.
4. Students receive training related to the accept-

able use of district email. 
Goal 6B

Technology-based systems will be used to commu-
nicate with parents and the general community.

Objectives
1. Move Channel 10 to an all-digital production 

base so signal can be sent both over our cable 
lines and via video streaming on the internet.

2. Continue and improve video programming for 
parent and community information.

3. Establish parent, student, employee and stu-
dent portals on the web so people have clearer 
access routes to information. 

4. Continue and improve resources available on 
the district web page.

5. Continue and improve parent use of the Stu-
dent Information System.
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6. Continue and improve teacher use of the Stu-
dent Information System.

7. Continue and expand student and teachers’ 
use of Blackboard and the discussion boards 
available through that system. 

8. Evaluate cellular communication in the district 
and determine the best and most cost effective 
methods for that communication. 

Information Literacy and 
Educational Technology 
Standards 
In addition to our Educational Technology and In-
formation Literacy goals, we have standards for what 
students need to know and be able to do.

Poudre School District Information Literacy and 
Instructional Technology Standards are based upon 
Colorado State Standards for Information Literacy 
and Educational Technology and the International 
Society for Technology in Education National Educa-
tional Technology Standards for Students, 21st Cen-
tury Skills, and the American Association for School 
Libraries Information Power: Building Partnerships 
for Learning. Delivery of instruction for the standards 
is coordinated by the school library media and tech-
nology specialists with many of the skills taught and 
assessed in collaboration with other curricular areas. 

Basic Concepts and Operations
Standard 1. Students demonstrate an understanding 

of the nature and operation of library 
and technology systems.

Standard 2. Students are proficient in the use of 
library media and technology resources.

Social, Ethical, and Human Issues
Standard 3. Students understand the ethical, cul-

tural, and societal issues related to infor-
mation and technology, recognizing the 
importance of information to a demo-
cratic society.

Standard 4. Students practice ethical behavior and 
responsible use in regard to informa-
tion, technology systems, and software.

Standard 5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productiv-
ity. 

Standard 6. Students appreciate literature and other 
creative expressions of information.

Information and Technology Tools 
Standard 7. Students use library media and technol-

ogy tools to enhance learning, increase 
productivity and promote creativity. 

Standard 8. Students use information and technol-
ogy resources for solving problems and 
making informed decisions.

Standard 9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

Standard 10. Students use a variety of media to com-
municate information and ideas effec-
tively to multiple audiences.

Information and Technology 
Research Tools
Standard 11. Students use effective strategies to de-

fine their tasks.

Standard 12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect 
information from a variety of sources. 

Standard 13. Students use information accurately and 
creatively. 

Standard 14. Students synthesize and communicate 
information, using technology to pro-
cess data and report results.

Standard 15. Students evaluate the research pro-
cess and product and their use of new 
information resources and technologies 
based upon their appropriateness to 
specific tasks.
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Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 

Indicators for Grades K – 2
Prior to the completion of Grade 2 the students will:
a. Understand the ways that information and technology are used 

in their world. (3)
b. Use input devices (e.g. mouse, keyboard, remote control) and 

output devices (e.g. monitor, printer) to successfully operate 
computers, VCRs, audiotapes and other technologies. (1)

c. Visit, identify and use the major areas of the library media 
centers (e.g. circulation desk, library automation system, Easy 
area, computer lab, reference area, fiction and nonfiction areas) 
to access information, borrow and return materials. (1,2,5,12)

d. Understand and follow the library media center and computer 
lab rules and procedures. (4,5)

e. Demonstrate positive social and ethical behaviors when using 
library media materials and technology resources. (4)

f. Use a variety of media and technology resources (e.g. print 
resources, logical and creative thinking programs, writing tools, 
drawing tools) for directed and independent learning and shar-
ing activities. (1,2,5,9,10,13,14)

g. Communicate about library media and technology using devel-
opmentally appropriate and accurate terminology. (2)

h. Respond to various forms of literature: poetry, folktales, pic-
ture, alphabet, and award-winning (e.g. CCBA and Caldecott) 
books. (5,6)

i. Use developmentally appropriate multimedia resources (e.g. 
dictionaries, various forms of literature, interactive books, 
educational software, elementary multimedia encyclopedias,) 
to support learning. (1,12,13)

j. Work cooperatively and collaboratively with peers, family 
members and others when using library media and technology 
in the library, the computer lab, and the classroom. (3,4,7,9)

k. Create developmentally appropriate multimedia products with 
support from teachers, family members, or student partners. (3, 
14)

l. Use media and technology resources for problem solving, com-
munication, and illustration of thoughts, ideas, and stories. 
(4,7,8,9,10,14)

m. Use teacher-defined tasks and formats to identify topics for 
study and reports. (11)

n. With assistance, begin to sort information as it relates to spe-
cific topics or purposes. (13)

o. With assistance, begin to synthesize information to create a 
product. (14)

p. Gather information and communicate with others using oral 
summaries, simple reports, and with the support from teachers 
telecommunications. (10,13,14) 

q. Share reactions to information and products. (15)
r. Discuss which resources are most useful. (15)
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Indicators for Grades 3 – 4
Prior to the completion of Grade 4 the students will:
a. Discuss common uses of information and technology in daily 

life and the advantages and disadvantages those uses provide. 
(1,3)

b. Discuss basic issues related to responsible use of information 
and technology and describe personal consequences of inap-
propriate use. (3)

c. Understand what copyright means, not copying others work 
without giving credit and citing references, including title, au-
thor, copyright date, and publisher. (3,4,13)

d. Understand the format of and use basic reference sources (e.g. 
dictionaries, encyclopedias, atlases, newspapers, periodicals 
and online databases) in both directed and independent activi-
ties. (1,2,5,7,8,12)

e. Use keyboards and other common input and output devices 
efficiently and effectively. (2)

f. Use touch-typing skills at a proficiency of at least 10 words per 
minute. (2,7)

g. Create brief documents using basic formatting in a work pro-
cessor. (7,10)

h. Use a teacher-prepared-design plan to create short presenta-
tions which include appropriate choices of multiple elements 
(e.g., original art, painted text, clip art, text fields, navigation 
buttons) (7,9,10,13)

i. Understand concept of and need for security related to the use 
of technology. (3,4)

j. Assume responsibility for library media and technology materi-
als and equipment, exercising care in their use. (4)

k. Use appropriate terminology related to media and technology 
tools (e.g. encyclopedia heading, subheading, glossary, copy-
right, bibliography, index, table of contents, keyword search, 
online catalog, genre, word processor, clip art, click and drag, 
copy, paste, World Wide Web, internet). (1,2,5)

l. Understand the purpose and logic of the Dewey Decimal clas-
sification system and alphabetical order in the library. (1,2,5)

m. Use the online library catalog and its different search options. 
(2,12)

n. Understand the concept of genre and read a variety of genre for 
pleasure and to practice reading skills. (6)

o. Share and discuss literature. (6)
p. Use general-purpose productivity tools and peripherals to sup-

port personal productivity, remediate skill deficits, and facilitate 
learning throughout the curriculum. (5,7,8)

q. Use technology tools (e.g., word processing, presentation, 
drawing tools, Web tools) for individual and collaborative writ-
ing, communication, and publishing activities to create knowl-
edge products for audiences inside and outside the classroom. 
(5,7,9,10)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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r. Use telecommunications and online resource efficiently and ef-
fectively to access remote information, communicate with oth-
ers in support of direct and independent learning, and pursue 
personal interests. (4,8,9,10,12)

s. Use technology resources (e.g., calculators, data collection 
probes, videos, educational software) for skill development, 
problem solving, self-directed learning and extended learning 
activities. (5,7,8)

t. With teacher direction, use brainstorming to define a task and 
collect information. (11,12)

u. Determine which resources and technology is useful and select 
the appropriate tools and materials to address a variety of tasks 
and problems. (2,5,7,12,15)

v. Use basic organizational skills, such as note-taking, outlining, 
and highlighting.** (12,13,14)

w. Begin to evaluate the accuracy, relevance, appropriateness, 
comprehensiveness, and bias of electronic and print informa-
tion sources. (4,12,15)

x. Begin to evaluate self and peer products using rubrics. (15)

Indicators for Grades 3 – 4 
(cont.)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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Indicators for Grades 5 – 6
Prior to the completion of Grade 6 the students will:
a. Discuss basic issues related to responsible use of information 

and technology in daily life, the advantages and disadvantages 
those uses provide and the personal consequences of inappro-
priate uses. (1,2,3,4)

b. Use the correct terminology and demonstrate an understanding 
of concepts underlying hardware, software, and connectivity, 
and the practical applications to learning and problems solving. 
(1,5,8)

c. Understand and follow the Library Media Center and PSD 
Terms and Conditions Contract as outlined in the Code of Con-
duct. (2,3,4)

d. Understand the importance of information and computer 
security, including keeping password and personal information 
secure. (2,4)

e. Exhibit legal and ethical behaviors when using information and 
technology (e.g. use email appropriately, follow copyright for 
print and electronic resources, avoid plagiarizing, cite sources 
in a simplified bibliography format), and discuss consequences 
of misuse. (3,4,5,13)

f. Begin to cross-reference multiple sources of information to as-
sess accuracy. (5,13,14)

g. Independently use the online library catalog and understand 
the different search options. (6,7,12)

h. Examine the accuracy of information obtained from television, 
print, media and technology. (5,13)

i. Use touch-typing skills at a proficiency of at least 20 words per 
minute. (5,7)

j. Become proficient in the use of word processing, creating 
documents at the keyboard, formatting with text and graphics, 
proofreading and editing documents for language mechanics, 
navigating strategies, spell checking, grammar and content and 
using functions such as cut, copy and paste. (5,7,9,10,14)

k. Design, develop, publish and present products using technol-
ogy resources that demonstrate and communicate curricu-
lum concepts to audiences inside and outside the classroom. 
(2,6,9,10,14)

l. Apply productivity/multimedia tools (e.g. multiple screen 
presentations incorporating original art, painted text, clip art, 
text fields, navigation buttons, etc., audio and video produc-
tions, stand alone displays) and peripherals to support personal 
productivity, group collaborations, and learning throughout the 
curriculum. (7,8,9)

m. Read a variety of genre, recognizing quality literature as indi-
cated by award winning books and discuss and share literature. 
(6)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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n. Locate and use information in books and online using effec-
tive search strategies (e.g. title page, table of contents, glossary, 
index, appendix, footnotes, bibliography, and preface in print, 
keyword, subject, Boolean type searches and search engines 
online) and sources (e.g., dictionaries, encyclopedias, almanacs, 
atlases, newspapers, periodicals, and indices). (2,7,9,12)

o. With teacher directions, develop a broad question to begin the 
research process and determine the information needs to com-
plete the task. (11)

p. Organize and sort information using note-taking skills and 
paraphrasing. (7,14)

q. Create, enter and interpret multiple chart types using data from 
a spreadsheet. (7,8)

r. Retrieve and present information in a database and manipulate 
that information to answer questions. (7,8)

s. Understand the advantages and limitations of print and elec-
tronic resources. (15)

t. Begin to evaluate the accuracy, relevance, appropriateness, 
comprehensiveness, bias and effectiveness of information 
sources. (15)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 

Indicators for Grades 5 – 6 
(cont.)
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Indicators for Grades 7 – 9
Prior to the completion of Grade 9 the students will:
a. Demonstrate an understanding of concepts underlying hard-

ware, software and connectivity, and of practical applications to 
learning and problem solving. (1,2,8)

b. Use appropriate library media and technology terminology. 
(1,2)

c. Determine when technology is useful and select the appropriate 
tool(s) and technology resources to address a variety of tasks 
and problems. (2,5,7)

d. Apply strategies for identifying and solving routine hardware 
and software problems that occur during everyday use. (1,2)

e. Understand current changes in information technologies and 
the effect those changes have on the workplace and society. (3)

f. Demonstrate an awareness of local, regional and national news 
resources and access those resources in print and online. (3,7)

g. Understand the role media and technology play in advertising 
and decision-making. (3)

h. Understand the rights to intellectual freedom. (3,4,5)
i. Exhibit legal and ethical behaviors when using library materi-

als, information and technology and discuss consequences of 
misuse. (3,4)

j. Understand and comply with the PSD Terms and Conditions 
Contract as outlined in the Code of Conduct. (4)

k. Use e-mail and the internet appropriately. (4)
l. Expand literature appreciation through directed and indepen-

dent reading. (5,6)
m. Exhibit good information seeking strategies using the library 

online catalog, the Dewey Decimal System, online database 
search strategies, internet search engines and Boolean and key-
word searching techniques (e.g., truncation, keyword combina-
tions, and synonyms). (5,7,12)

n. Read from a variety of genre and both fiction and nonfiction 
and be introduced to award winning books such as the Blue 
Spruce winners. (6)

o. Use proper bibliographic formats for electronic and print re-
sources, independently creating bibliographies for reports and 
documents and using parenthetical documentation. (4,13)

p. Judge quality, accuracy, and authenticity of information sources, 
cross-referencing multiple sources of information and recog-
nizing bias and point of view. (4,13,14,15) 

q. Collaborate with peers, experts, and others using telecommu-
nications and other collaborative tools to investigate curricu-
lum-related problems, issues, and information, and to develop 
solutions or products for audiences inside and outside the class-
room. (8,9,10)

r. Design, develop, publish and present products (including Web 
pages, videotapes, word-processed reports, graphic presenta-

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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tions and displays) that demonstrate and communicate curricu-
lum concepts to audiences inside and outside the classroom. 
(7,9,10,14)

s. Transfer documents using appropriate technologies (e.g., using 
the school’s file server to share files) and navigation strategies 
(e.g., multiple documents, file locations, resources, and between 
applications). (5,7,10) 

t. Create multi-screen (e.g., 5 to 10 screens) multimedia produc-
tions using linear and nonlinear techniques. (7,9,10,14)

u. Incorporate appropriate presentation skills into original mul-
timedia works, such as: key points, Rule of 7, eye contact with 
audience, etc. (10,14)

v. State both broad and specific questions that will help in finding 
needed information. (11)

w. Identify the information requirements of the research question, 
including type, amount, and format. (11)

x. Generate related synonyms, keywords, and topics using general 
reference sources, textbooks, brainstorming and cooperative 
activities. (11)

y. Determine the authoritative value and understand the purpose 
of print, electronic, and audiovisual sources. (2,5,13)

z. Determine and select appropriate print, electronic, and/or 
audiovisual sources to answer research question. (12)

aa. Use effective note taking techniques. (14)
bb. Identify the difference between primary and secondary resourc-

es and use each appropriately. (14)
cc. Give credit for borrowed information in an accepted bibliogra-

phy format (MLA). (14)
dd. Develop rubrics and evaluate self and peer products. (15)

Indicators for Grades 7 – 9 
(cont.)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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Indicators for Grades 10–12
Prior to the completion of Grade 12 the students will:
a. Make informed choices among technology systems, resources, 

and services. (1,2)
b. Utilize the school libraries and public and academic libraries, 

accepting the policies and regulations of the various agencies 
and accessing materials from various sources both online and 
through interlibrary loan. (2,5,12)

c. Analyze advantages and disadvantages of widespread use and 
reliance on technology in the workplace and in society as a 
whole. (3)

d. Identify capabilities and limitations of contemporary and 
emerging technology resources and assess the potential of these 
systems and services to address personal, lifelong learning and 
workplace needs. (3)

e. Demonstrate and advocate for legal and ethical behaviors 
among peers, family, and community regarding the use of infor-
mation and technology, including (3,4,13)
• Compliance with the PSD Terms and Conditions as outlined 

in the Code of Conduct.
• Using information accurately and honestly. 
• Appropriately crediting sources of information. 
• Understanding and supporting intellectual freedom. 

f. Compare and contrast different points of view from multiple 
sources. (4)

g. Understand the effect currency of information has on the ac-
curacy and reliability of information on a specific topic. (5)

h. Share and discuss literature and original works with peers. (6)
i. Select, read, and critically appreciate materials from a variety of 

genre both independently and as directed. (5,6)
j. Use technology tools and resources for managing and commu-

nicating personal/professional information (e.g. school reports, 
finances, schedules, addresses, purchases, correspondence) 
(5,7,8,9), including:
• Sophisticated use of word processing to include transferring 

documents between platforms, using the school file server, 
producing complete documents with proper formatting and 
desktop publishing techniques, and creating resumes.

• Use the address books, cc and bcc and send and receive at-
tachments in a variety of formats over email.

• Create presentations that incorporate video, graphics, and 
text and communicate with audiences making effective use 
of communication tools and technical support materials. 

k. Routinely and efficiently use information resources to meet 
needs for collaboration, research, publications, communica-
tions, and productivity. (7,8,9,10)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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l. Independently use the research process to: (11,12,13,14,15)
• Refine the research question and focus the topic.
• Identify the information requirements of the research ques-

tion, including type amount and format. 
• Revise, add and delete questions as information needs 

change.
• Independently determine authoritative value and purpose of 

a variety of sources.
• Select a variety of appropriate sources to answer a complex 

research question.
• Independently organize notes to extract information perti-

nent to the research task.
• Correctly format a documented essay, formal report, or 

documented media presentation. 
• Synthesize information from research to create a product 

reflective of the research task, which uses supportive infor-
mation (written, oral, visual, or multimedia.)

• Evaluate the relevance and comprehensiveness of informa-
tion used in the final product in relation to the original 
research question. 

• Evaluate the quality, accuracy, bias, and authenticity of in-
formation sources.

• Evaluate the product and process.
m. Select and apply technology tools for research, information 

analysis, problem solving, and decision-making in content 
learning. (8,9,10,12,13)

n. Use appropriate content-specific tools, software and simula-
tions (e.g., environmental probes, graphing calculators, ex-
ploratory environments, Web tools) to support learning and 
research. (7)

o. Collaborate with peers, experts and others to contribute to a 
content-related knowledge base by using technology to com-
pile, synthesize, produce, and disseminate information, models 
and other creative works. (7,8,9,10,14) 

Indicators for Grades 10–12 
(cont.)

Numbers in parentheses following each 
performance indicator refer to the standards 
to which the performance is linked. The 
standards are:

1. Students demonstrate an understanding 
of the nature and operation of library and 
technology systems.

2. Students are proficient in the use of 
library media and technology resources.

3. Students understand the ethical, cultural, 
and societal issues related to information 
and technology, recognizing the impor-
tance of information to a democratic 
society.

4. Students practice ethical behavior and 
responsible use in regard to information, 
technology systems, and software.

5. Students develop positive attitudes to-
ward library media and technology uses 
that support lifelong learning, collabora-
tion, personal pursuits, and productivity. 

6. Students appreciate literature and other 
creative expressions of information.

7. Students use library media and technol-
ogy tools to enhance learning, increase 
productivity and promote creativity. 

8. Students use information and technology 
resources for solving problems and mak-
ing informed decisions.

9. Students use library media, technology 
resources and telecommunications to 
collaborate, publish, and interact with 
peers, experts, and other audiences.

10. Students use a variety of media to 
communicate information and ideas ef-
fectively to multiple audiences.

11. Students use effective strategies to define 
their tasks.

12. Students develop effective information 
seeking strategies and use technology 
tools to locate, evaluate and collect infor-
mation from a variety of sources. 

13. Students use information accurately and 
creatively. 

14. Students synthesize and communicate 
information, using technology to process 
data and report results.

15. Students evaluate the research process 
and product and their use of new infor-
mation resources and technologies based 
upon their appropriateness to specific 
tasks. 
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fo
rm

at
io

n 
an

d 
te

ch
no

lo
gy

, i
nc

lu
di

ng
 

(3
,4

,1
3)

:

-
C

om
pl

ia
nc

e 
w

ith
 th

e 
PS

D
 T

er
m

s a
nd

 C
on

di
-

tio
ns

 a
s o

ut
lin

ed
 in

 th
e 

C
od

es
 o

f C
on

du
ct

.

-
U

se
 in

fo
rm

at
io

n 
ac

-
cu

ra
te

ly
 a

nd
 h

on
es

tly
. 

-
A

pp
ro

pr
ia

te
ly

 c
re

di
tin

g 
so

ur
ce

s o
f i

nf
or

m
at

io
n.

 

-
U

nd
er

st
an

d 
an

d 
su

pp
or

t 
in

te
lle

ct
ua

l f
re

ed
om

.

•
C

om
pa

re
 a

nd
 c

on
tr

as
t d

if-
fe

re
nt

 p
oi

nt
s o

f v
ie

w
 fr

om
 

m
ul

tip
le

 so
ur

ce
s. 

(4
)

5.
St

ud
en

ts
 d

ev
el

op
 p

os
iti

ve
 

at
tit

ud
es

 to
w

ar
d 

lib
ra

ry
 

m
ed

ia
 a

nd
 te

ch
no

lo
gy

 u
se

s 
th

at
 su

pp
or

t l
ife

lo
ng

 le
ar

n-
in

g,
 c

ol
la

bo
ra

tio
n,

 p
er

so
na

l 
pu

rs
ui

ts
, a

nd
 p

ro
du

ct
iv

ity
. 

•
U

se
 a

 v
ar

ie
ty

 o
f m

ed
ia

 a
nd

 
te

ch
no

lo
gy

 re
so

ur
ce

s (
e.

g.
 

pr
in

t r
es

ou
rc

es
, l

og
ic

al
 a

nd
 

cr
ea

tiv
e 

th
in

ki
ng

 p
ro

gr
am

s, 
w

rit
in

g 
to

ol
s, 

dr
aw

in
g 

to
ol

s)
 

fo
r d

ire
ct

ed
 a

nd
 in

de
pe

n-
de

nt
 le

ar
ni

ng
 a

nd
 sh

ar
in

g 
ac

tiv
iti

es
. (

1,
2,

5,
9,

10
,1

3,
14

)

•
U

nd
er

st
an

d 
th

e 
fo

rm
at

 o
f 

an
d 

us
e 

ba
sic

 re
fe

re
nc

e 
so

ur
ce

s (
e.

g.
 d

ic
tio

na
r-

ie
s, 

en
cy

cl
op

ed
ia

s, 
at

la
se

s, 
ne

w
sp

ap
er

s, 
pe

rio
di

ca
ls 

an
d 

on
lin

e 
da

ta
ba

se
s)

 in
 b

ot
h 

di
re

ct
ed

 a
nd

 in
de

pe
nd

en
t 

ac
tiv

iti
es

. (
1,

2,
5,

7,
8,
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)

•
U

se
 th

e 
co
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ec

t t
er

m
in

ol
-

og
y 

an
d 

de
m

on
st

ra
te

 a
n 

un
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nd
in

g 
of

 c
on

ce
pt

s 
un

de
rly

in
g 
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w
ar

e,
 so
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w

ar
e,

 a
nd

 c
on

ne
ct

iv
ity

, a
nd

 
th

e 
pr
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al
 a

pp
lic

at
io

ns
 to

 
le

ar
ni

ng
 a

nd
 p

ro
bl

em
s s

ol
v-

in
g.

 (1
,5

,8
)

•
Be

gi
n 

to
 c

ro
ss

-r
ef

er
en

ce
 

m
ul
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le

 so
ur

ce
s o

f i
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m
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tio

n 
to

 a
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es
s a

cc
ur
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y. 

(5
,1

3,
14

)

•
 D

et
er

m
in

e 
w

he
n 

te
ch

no
l-

og
y 

is
 u

se
fu

l a
nd

 se
le

ct
 th

e 
ap

pr
op

ri
at

e 
to

ol
(s

) a
nd

 
te

ch
no

lo
gy

 re
so

ur
ce

s t
o 

ad
-

dr
es

s a
 v
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ie

ty
 o

f t
as

ks
 a

nd
 

pr
ob

le
m

s. 
(2

,5
,7

)

•
U

nd
er

st
an

d 
th

e 
ri

gh
ts

 to
 

in
te

lle
ct

ua
l f

re
ed

om
. (

3,
4,

5)

•
Ex

pa
nd

 li
te

ra
tu

re
 a

pp
re

ci
a-

tio
n 

th
ro

ug
h 

di
re

ct
ed

 a
nd

 
in

de
pe

nd
en

t r
ea

di
ng

. (
5,

6)

•
U

til
iz

e 
th

e 
sc

ho
ol

 li
br

ar
ie

s 
an

d 
pu

bl
ic

 a
nd

 a
ca

de
m

ic
 

lib
ra

ri
es

, a
cc

ep
tin

g 
th

e 
po

li-
ci

es
 a

nd
 re

gu
la

tio
ns

 o
f t

he
 

va
ri

ou
s a

ge
nc

ie
s a

nd
 a

cc
es

s-
in

g 
m

at
er

ia
ls 

fr
om

 v
ar

io
us

 
so

ur
ce

s b
ot

h 
on

lin
e 

an
d 

th
ro

ug
h 

in
te

rli
br

ar
y 

lo
an

. 
(2

,5
,1

2)

•
U

nd
er

st
an

d 
th

e 
eff

ec
t c

ur
-

re
nc

y 
of

 in
fo

rm
at

io
n 

ha
s o

n 
th

e 
ac

cu
ra

cy
 a

nd
 re

lia
bi

lit
y 

of
 in

fo
rm

at
io

n 
on

 a
 sp

ec
ifi

c 
to

pi
c.

 (5
)
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So
ci

al
, E

th
ic

al
an

d 
H
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an

 Is
su

es
 

(c
on

t.
)

In
di

ca
to

rs
 K

 –
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(c
on

t.
)

In
di

ca
to

rs
 3

 –
 4

(c
on

t.
)

In
di

ca
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rs
 5

 –
 6

(c
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t.
)

In
di

ca
to

rs
 7

 –
 9

(c
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t.
)

In
di

ca
to

rs
 1

0 
– 

12
(c

on
t.

)

•
Vi

sit
, i

de
nt

ify
 a

nd
 u

se
 th

e 
m

aj
or

 a
re

as
 o

f t
he

 li
br

ar
y 

m
ed

ia
 c

en
te

rs
 (e

.g
. c

irc
ul

a-
tio

n 
de

sk
, l

ib
ra

ry
 a

ut
om

a-
tio

n 
sy

st
em

, E
as

y 
ar

ea
, 

co
m

pu
te

r l
ab

, r
ef

er
en

ce
 

ar
ea

, fi
ct

io
n 

an
d 

no
nfi

ct
io

n 
ar

ea
s)

 to
 a

cc
es

s i
nf

or
m

at
io

n,
 

bo
rr

ow
 a

nd
 re

tu
rn

 m
at

er
i-

al
s. 

(1
, 2

,5
, 1

2)

•
U

se
 a

pp
ro

pr
ia

te
 te

rm
in

ol
-

og
y 

re
la

te
d 

to
 m

ed
ia

 a
nd

 
te

ch
no

lo
gy

 to
ol

s (
e.

g.
 

en
cy

cl
op

ed
ia

 h
ea

di
ng

, s
ub

-
he

ad
in

g,
 g

lo
ss

ar
y, 

co
py

rig
ht

, 
bi

bl
io

gr
ap

hy
, i

nd
ex

, t
ab

le
 o

f 
co

nt
en

ts
, k

ey
w

or
d 

se
ar

ch
, 

on
lin

e 
ca

ta
lo

g,
 g

en
re

, w
or

d 
pr

oc
es

so
r, 

cl
ip

 a
rt

, c
lic

k 
an

d 
dr

ag
, c

op
y, 

pa
st

e,
 W

or
ld

 
W

id
e 

W
eb

, i
nt

er
ne

t).
 (1

,2
,5

)

•
U

nd
er

st
an

d 
th

e 
pu

rp
os

e 
an

d 
lo

gi
c 

of
 th

e 
D

ew
ey

 D
ec

im
al

 
cl

as
sifi

ca
tio

n 
sy

st
em

 a
nd

 
al

ph
ab

et
ic

al
 o

rd
er

 in
 th

e 
lib

ra
ry

. (
1,

2,
5)

•
U

se
 g

en
er

al
-p

ur
po

se
 p

ro
-

du
ct

iv
ity

 to
ol

s a
nd

 p
er

ip
he

r-
al

s t
o 

su
pp

or
t p

er
so

na
l 

pr
od

uc
tiv

ity
, r

em
ed

ia
te

 
sk

ill
 d

efi
ci

ts
, a

nd
 fa

ci
lit

at
e 

le
ar

ni
ng

 th
ro

ug
ho

ut
 th

e 
cu

r-
ric

ul
um

. (
5,

7,
8)

•
U

se
 te

ch
no

lo
gy

 to
ol

s (
e.

g.
 

w
or

d 
pr

oc
es

sin
g,

 p
re

se
nt

a-
tio

n,
 d

ra
w

in
g 

to
ol

s, 
W

eb
 

to
ol

s)
 fo

r i
nd

iv
id

ua
l a

nd
 

co
lla

bo
ra

tiv
e 

w
rit

in
g,

 c
om

-
m

un
ic

at
io

n,
 a

nd
 p

ub
lis

h-
in

g 
ac

tiv
iti

es
 to

 c
re

at
e 

kn
ow

le
dg

e 
pr

od
uc

ts
 fo

r 
au

di
en

ce
s i

ns
id

e 
an

d 
ou

ts
id

e 
th

e 
cl

as
sr

oo
m

. (
5,

7,
9,

10
)

•
U

se
 te

ch
no

lo
gy

 re
so

ur
ce

s 
(e

.g
. c

al
cu

la
to

rs
, d

at
a 

co
lle

ct
io

n 
pr

ob
es

, v
id

eo
s, 

ed
uc

at
io

na
l s

of
tw

ar
e)

 fo
r 

sk
ill

 d
ev

el
op

m
en

t, 
pr

ob
le

m
 

so
lv

in
g,

 se
lf-

di
re

ct
ed

 le
ar

n-
in

g 
an

d 
ex

te
nd

ed
 le

ar
ni

ng
 

ac
tiv

iti
es

. (
5,

7,
8)

•
D

et
er

m
in

e 
w

hi
ch

 re
so

ur
ce

s 
an

d 
te

ch
no

lo
gy

 is
 u

se
fu

l a
nd

 
se

le
ct

 th
e 

ap
pr

op
ri

at
e 

to
ol

s 
an

d 
m

at
er

ia
ls 

to
 a

dd
re

ss
 a

 
va

rie
ty

 o
f t

as
ks

 a
nd

 p
ro

b-
le

m
s. 

(2
,5

,7
,1

2,
15

)

•
Ex

am
in

e 
th

e 
ac

cu
ra

cy
 o

f 
in

fo
rm

at
io

n 
ob

ta
in

ed
 fr

om
 

te
le

vi
sio

n,
 p

rin
t, 

m
ed

ia
 a

nd
 

te
ch

no
lo

gy
. (

5,
13

)

•
U

se
 to

uc
h-

ty
pi

ng
 sk

ill
s a

t 
a 

pr
ofi

ci
en

cy
 o

f a
t l

ea
st

 2
0 

w
or

ds
 p

er
 m

in
ut

e.
 (5

,7
)

•
Be

co
m

e 
pr

ofi
ci

en
t i

n 
th

e 
us

e 
of

 w
or

d 
pr

oc
es

sin
g,

 c
re

at
in

g 
do

cu
m

en
ts

 a
t t

he
 k

ey
bo

ar
d,

 
fo

rm
at

tin
g 

w
ith

 te
xt

 a
nd

 
gr

ap
hi

cs
, p

ro
of

re
ad

in
g 

an
d 

ed
iti

ng
 d

oc
um

en
ts

 fo
r l

an
-

gu
ag

e 
m

ec
ha

ni
cs

, n
av

ig
at

in
g 

st
ra

te
gi

es
, s

pe
ll 

ch
ec

ki
ng

, 
gr

am
m

ar
 a

nd
 c

on
te

nt
 a

nd
 

us
in

g 
fu

nc
tio

ns
 su

ch
 a

s c
ut

, 
co

py
 a

nd
 p

as
te

. (
5,

7,
9,

10
,1

4)

•
Ex

hi
bi

t g
oo

d 
in

fo
rm

at
io

n 
se

ek
in

g 
st

ra
te

gi
es

 u
sin

g 
th

e 
lib

ra
ry

 o
nl

in
e 

ca
ta

lo
g,

 th
e 

D
ew

ey
 D

ec
im

al
 S

ys
te

m
, o

n-
lin

e 
da

ta
ba

se
 se

ar
ch

 st
ra

te
-

gi
es

, i
nt

er
ne

t s
ea

rc
h 

en
gi

ne
s 

an
d 

Bo
ol

ea
n 

an
d 

ke
yw

or
d 

se
ar

ch
in

g 
te

ch
ni

qu
es

 (e
.g

. 
tr

un
ca

tio
n,

 k
ey

w
or

d 
co

m
-

bi
na

tio
ns

, a
nd

 sy
no

ny
m

s)
. 

(5
,7

,1
2)

•
Tr

an
sf

er
 d

oc
um

en
ts

 u
sin

g 
ap

pr
op

ri
at

e 
te

ch
no

lo
gi

es
 

(e
.g

. u
sin

g 
th

e 
sc

ho
ol

’s 
fil

e 
se

rv
er

 to
 sh

ar
e 

fil
es

) a
nd

 
na

vi
ga

tio
n 

st
ra

te
gi

es
 (e

.g
. 

m
ul

tip
le

 d
oc

um
en

ts
, fi

le
 

lo
ca

tio
ns

, r
es

ou
rc

es
, a

nd
 b

e-
tw

ee
n 

ap
pl

ic
at

io
ns

). 
(5

,7
,1

0)

•
D

et
er

m
in

e 
th

e 
au

th
or

ita
tiv

e 
va

lu
e 

an
d 

un
de

rs
ta

nd
 th

e 
pu

rp
os

e 
of

 p
ri

nt
, e

le
ct

ro
ni

c,
 

an
d 

au
di

ov
is

ua
l s

ou
rc

es
. 

(2
,5

,1
3)

•
Se

le
ct

, r
ea

d,
 a

nd
 c

ri
tic

al
ly

 
ap

pr
ec

ia
te

 m
at

er
ia

ls 
fr

om
 a

 
va

ri
et

y 
of

 g
en

re
 b

ot
h 

in
de

-
pe

nd
en

tly
 a

nd
 a

s d
ire

ct
ed

. 
(5

,6
)

•
U

se
 te

ch
no

lo
gy

 to
ol

s a
nd

 
re

so
ur

ce
s f

or
 m

an
ag

in
g 

an
d 

co
m

m
un

ic
at

in
g 

pe
rs

on
al

/
pr

of
es

sio
na

l i
nf

or
m

at
io

n 
(e

.g
. s

ch
oo

l r
ep

or
ts

, fi
na

nc
-

es
, s

ch
ed

ul
es

, a
dd

re
ss

es
, 

pu
rc

ha
se

s, 
co

rr
es

po
nd

en
ce

) 
(5

,7
,8

,9
), 

in
cl

ud
in

g:

•
So

ph
is

tic
at

ed
 u

se
 o

f w
or

d 
pr

oc
es

sin
g 

to
 in

cl
ud

e 
tr

an
sf

er
ri

ng
 d

oc
um

en
ts

 b
e-

tw
ee

n 
pl

at
fo

rm
s, 

us
in

g 
th

e 
sc

ho
ol

 fi
le

 se
rv

er
, p

ro
du

ci
ng

 
co

m
pl

et
e 

do
cu

m
en

ts
 w

ith
 

pr
op

er
 fo

rm
at

tin
g 

an
d 

de
sk

-
to

p 
pu

bl
ish

in
g 

te
ch

ni
qu

es
, 

an
d 

cr
ea

tin
g 

re
su

m
es

.

•
U

se
 th

e 
ad

dr
es

s b
oo

ks
, 

cc
 a

nd
 b

cc
 a

nd
 se

nd
 a

nd
 

re
ce

iv
e 

at
ta

ch
m

en
ts

 in
 a

 v
a-

ri
et

y 
of

 fo
rm

at
s o

ve
r e

m
ai

l.

•
C

re
at

e 
pr

es
en

ta
tio

ns
 th

at
 

in
co

rp
or

at
e 

vi
de

o,
 g

ra
ph

ic
s, 

an
d 

te
xt

 a
nd

 c
om

m
un

ic
at

e 
w

ith
 a

ud
ie

nc
es

 m
ak

in
g 

eff
ec

tiv
e 

us
e 

of
 c

om
m

un
i-

ca
tio

n 
to

ol
s a

nd
 te

ch
ni

ca
l 

su
pp

or
t m

at
er

ia
ls

. 
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ci
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th
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an

d 
H
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an
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su

es
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di

ca
to

rs
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(c
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di

ca
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rs
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)
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rs
 7

 –
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(c
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)
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ca
to

rs
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)

6.
St
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en
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pp
re
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e 
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-
er
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e 
an

d 
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he
r c

re
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iv
e 
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f i
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or
m

at
io

n.

•
Re
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on

d 
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 v
ar

io
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 fo
rm

s o
f 

lit
er

at
ur
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 p

oe
tr

y, 
fo

lk
ta

le
s, 

pi
ct

ur
e,

 a
lp

ha
be

t, 
an

d 
aw

ar
d-

w
in
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ng

 (e
.g
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C

BA
 

an
d 

C
al

de
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tt)
 b

oo
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. (
5,

6)

•
U

nd
er

st
an

d 
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e 
co
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ep

t o
f 

ge
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e 
an

d 
re
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 v
ar

ie
ty

 o
f 

ge
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e 
fo

r p
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e 
an
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e 
re
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in

g 
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s. 

(6
)

•
Sh

ar
e 

an
d 

di
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us
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ite
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tu
re

. 
(6

)

•
In

de
pe

nd
en

tly
 u

se
 th

e 
on

lin
e 

lib
ra

ry
 c

at
al

og
 a

nd
 

un
de

rs
ta

nd
 th

e 
di

ffe
re

nt
 

se
ar

ch
 o

pt
io

ns
. (

6,
7,

12
)

•
D

es
ig

n,
 d

ev
el

op
, p

ub
lis

h 
an

d 
pr

es
en

t p
ro

du
ct

s u
sin

g 
te

ch
no

lo
gy

 re
so

ur
ce

s t
ha

t 
de

m
on

st
ra

te
 a

nd
 c

om
m

un
i-

ca
te

 c
ur

ric
ul

um
 c
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ce

pt
s t

o 
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di
en

ce
s i
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e 
an

d 
ou

ts
id

e 
th

e 
cl

as
sr

oo
m

. (
2,

6,
9,

10
,1

4)

•
Re

ad
 a

 v
ar

ie
ty

 o
f g

en
re

, r
ec

-
og

ni
zi

ng
 q

ua
lit

y 
lit

er
at

ur
e 

as
 

in
di

ca
te

d 
by

 a
w

ar
d 

w
in

ni
ng

 
bo

ok
s a

nd
 d

is
cu

ss
 a

nd
 sh

ar
e 

lit
er

at
ur

e.
 (6

)

•
Ex

pa
nd

 li
te

ra
tu

re
 a

pp
re

ci
a-

tio
n 

th
ro

ug
h 

di
re

ct
ed

 a
nd

 
in

de
pe

nd
en

t r
ea

di
ng

. (
5,

6)

•
Re

ad
 fr

om
 a

 v
ar

ie
ty

 o
f g

en
re

 
an

d 
bo

th
 fi

ct
io

n 
an

d 
no

nfi
c-

tio
n 

an
d 

be
 in

tr
od

uc
ed

 to
 

aw
ar

d 
w

in
ni

ng
 b

oo
ks

 su
ch

 
as

 th
e 

Bl
ue

 S
pr

uc
e 

w
in

ne
rs

. 
(6

)

•
Sh

ar
e 

an
d 

di
sc

us
s l

ite
ra

tu
re

 
an

d 
or

ig
in

al
 w

or
ks

 w
ith

 
pe

er
s. 

(6
)

•
Se

le
ct

, r
ea

d,
 a

nd
 c

ri
tic

al
ly

 
ap

pr
ec

ia
te

 m
at

er
ia

ls 
fr

om
 a

 
va

ri
et

y 
of

 g
en

re
 b

ot
h 

in
de

-
pe

nd
en

tly
 a

nd
 a

s d
ire

ct
ed

. 
(5

,6
)

C
om

m
un

ic
at

io
n 

an
d 

Pr
od

uc
ti

vi
ty

 T
o

ol
s

In
di

ca
to

rs
 K

 –
 2

In
di

ca
to

rs
 3

 –
 4

In
di

ca
to

rs
 5

 –
 6

In
di

ca
to

rs
 7

 –
 9

In
di

ca
to

rs
 1

0 
– 

12

7.
St

ud
en

ts
 u

se
 li

br
ar

y 
m

ed
ia

 
an

d 
te

ch
no

lo
gy

 to
ol

s t
o 

en
ha

nc
e 

le
ar

ni
ng

, i
nc

re
as

e 
pr

od
uc

tiv
ity

 a
nd

 p
ro

m
ot

e 
cr

ea
tiv

ity
.

•
W

or
k 

co
op

er
at

iv
el

y 
an

d 
co

lla
bo

ra
tiv

el
y 

w
ith

 p
ee

rs
, 

fa
m

ily
 m

em
be

rs
 a

nd
 o

th
er

s 
w

he
n 

us
in

g 
lib

ra
ry

 m
ed

ia
 

an
d 

te
ch

no
lo

gy
 in

 th
e 

li-
br

ar
y, 

th
e 

co
m

pu
te

r l
ab

, a
nd

 
th

e 
cl

as
sr

oo
m

. (
3,

4,
7,

9)

•
U

se
 m

ed
ia

 a
nd

 te
ch

no
lo

gy
 

re
so

ur
ce

s f
or

 p
ro

bl
em

 so
lv

-
in

g,
 c

om
m

un
ic

at
io

n,
 a

nd
 il

-
lu

st
ra

tio
n 

of
 th

ou
gh

ts
, i

de
as

, 
an

d 
st

or
ie

s. 
(4

,7
,8

,9
,1

0,
14

)

•
U

nd
er

st
an

d 
th

e 
fo

rm
at

 o
f 

an
d 

us
e 

ba
sic

 re
fe

re
nc

e 
so

ur
ce

s (
e.

g.
 d

ic
tio

na
r-

ie
s, 

en
cy

cl
op

ed
ia

s, 
at

la
se

s, 
ne

w
sp

ap
er

s, 
pe

rio
di

ca
ls 

an
d 

on
lin

e 
da

ta
ba

se
s)

 in
 b

ot
h 

di
re

ct
ed

 a
nd

 in
de

pe
nd

en
t 

ac
tiv

iti
es

. (
1,

2,
5,

7,
8,

12
)

•
U

se
 to

uc
h-

ty
pi

ng
 sk

ill
s a

t 
a 

pr
ofi

ci
en

cy
 o

f a
t l

ea
st

 1
0 

w
or

ds
 p

er
 m

in
ut

e.
 (2

,7
)

•
C

re
at

e 
br

ie
f d

oc
um

en
ts

 
us

in
g 

ba
sic

 fo
rm

at
tin

g 
in

 a
 

w
or

k 
pr

oc
es

so
r. 

(7
,1

0)

•
U

se
 a

 te
ac

he
r-

pr
ep

ar
ed

-
de

sig
n 

pl
an

 to
 c

re
at

e 
sh

or
t 

pr
es

en
ta

tio
ns

 w
hi

ch
 in

cl
ud

e 
ap

pr
op

ri
at

e 
ch

oi
ce

s o
f m

ul
-

tip
le

 e
le

m
en

ts
 (e

.g
. o

rig
in

al
 

ar
t, 

pa
in

te
d 

te
xt

, c
lip

 a
rt

, 
te

xt
 fi

el
ds

, n
av

ig
at

io
n 

bu
t-

to
ns

) (
7,

9,
10

,1
1)

•
In

de
pe

nd
en

tly
 u

se
 th

e 
on

lin
e 

lib
ra

ry
 c

at
al

og
 a

nd
 

un
de

rs
ta

nd
 th

e 
di

ffe
re

nt
 

se
ar

ch
 o

pt
io

ns
. (

6,
7,

12
)

•
U

se
 to

uc
h-

ty
pi

ng
 sk

ill
s a

t 
a 

pr
ofi

ci
en

cy
 o

f a
t l

ea
st

 2
0 

w
or

ds
 p

er
 m

in
ut

e.
 (5

,7
)

•
Be

co
m

e 
fo

r p
ro

fic
ie

nt
 in

 th
e 

us
e 

of
 w

or
d 

pr
oc

es
sin

g,
 c

re
-

at
in

g 
do

cu
m

en
ts

 a
t t

he
 k

ey
-

bo
ar

d,
 fo

rm
at

tin
g 

w
ith

 te
xt

 
an

d 
gr

ap
hi

cs
, p

ro
of

re
ad

in
g 

an
d 

ed
iti

ng
 d

oc
um

en
ts

 
fo

r l
an

gu
ag

e 
m

ec
ha

ni
cs

, 
na

vi
ga

tin
g 

st
ra

te
gi

es
, s

pe
ll 

ch
ec

ki
ng

, g
ra

m
m

ar
 a

nd
 

co
nt

en
t a

nd
 u

sin
g 

fu
nc

tio
ns

 
su

ch
 a

s c
ut

, c
op

y 
an

d 
pa

st
e.

 
(5

,7
,9

,1
0,

14
)

•
D

et
er

m
in

e 
w

he
n 

te
ch

no
l-

og
y 

is
 u

se
fu

l a
nd

 se
le

ct
 th

e 
ap

pr
op

ri
at

e 
to

ol
(s

) a
nd

 
te

ch
no

lo
gy

 re
so

ur
ce

s t
o 

ad
-

dr
es

s a
 v

ar
ie

ty
 o

f t
as

ks
 a

nd
 

pr
ob

le
m

s. 
(2

,5
,7

)

•
D

em
on

st
ra

te
 a

n 
aw

ar
e-

ne
ss

 o
f l

oc
al

, r
eg

io
na

l a
nd

 
na

tio
na

l n
ew

s r
es

ou
rc

es
 a

nd
 

ac
ce

ss
 th

os
e 

re
so

ur
ce

s i
n 

pr
in

t a
nd

 o
nl

in
e.

 (3
,7

)

•
Ex

hi
bi

t g
oo

d 
in

fo
rm

at
io

n 
se

ek
in

g 
st

ra
te

gi
es

 u
sin

g 
th

e 
lib

ra
ry

 o
nl

in
e 

ca
ta

lo
g,

 th
e 

D
ew

ey
 D

ec
im

al
 S

ys
te

m
, o

n-
lin

e 
da

ta
ba

se
 se

ar
ch

 st
ra

te
-

gi
es

, i
nt

er
ne

t s
ea

rc
h 

en
gi

ne
s 

an
d 

Bo
ol

ea
n 

an
d 

ke
yw

or
d 

se
ar

ch
in

g 
te

ch
ni

qu
es

 (e
.g

. 
tr

un
ca

tio
n,

 k
ey

w
or

d 
co

m
-

bi
na

tio
ns

, a
nd

 sy
no

ny
m

s)
. 

(5
,7

,1
2)

•
U

se
 n

av
ig

at
io

n 
st

ra
te

gi
es

 
(e

.g
. m

ul
tip

le
 d

oc
um

en
ts

, 
fil

e 
lo

ca
tio

ns
, r

es
ou

rc
es

).

•
U

se
 th

e 
sc

ho
ol

’s 
fil

e 
se

rv
er

 to
 

sh
ar

e 
an

d 
tr

an
sf

er
 fi

le
s.

•
U

se
 te

ch
no

lo
gy

 to
ol

s a
nd

 
re

so
ur

ce
s f

or
 m

an
ag

in
g 

an
d 

co
m

m
un

ic
at

in
g 

pe
rs

on
al

/
pr

of
es

sio
na

l i
nf

or
m

at
io

n.
 

•
U

se
 a

pp
ro

pr
ia

te
 c

on
te

nt
-

sp
ec

ifi
c 

to
ol

s, 
so

ftw
ar

e 
an

d 
sim

ul
at

io
ns

 (e
.g

. e
nv

iro
n-

m
en

ta
l p

ro
be

s, 
gr

ap
hi

ng
 

ca
lc

ul
at

or
s, 

ex
pl

or
at

or
y 

en
vi

ro
nm

en
ts

, W
eb

 to
ol

s)
 

to
 su

pp
or

t l
ea

rn
in

g 
an

d 
re

se
ar

ch
.
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Section 2: ET-IL Plan

C
om

m
un

ic
at

io
n 

an
d 

Pr
od

uc
ti

vi
ty

 T
o

ol
s

(c
on

t.
)

In
di

ca
to

rs
 K

 –
 2

(c
on

t.
)

In
di

ca
to

rs
 3

 –
 4

(c
on

t.
)

In
di

ca
to

rs
 5

 –
 6

(c
on

t.
)

In
di

ca
to

rs
 7

 –
 9

(c
on

t.
)

In
di

ca
to

rs
 1

0 
– 

12
(c

on
t.

)

•
U

se
 g

en
er

al
-p

ur
po

se
 p

ro
-

du
ct

iv
ity

 to
ol

s a
nd

 p
er

ip
he

r-
al

s t
o 

su
pp

or
t p

er
so

na
l 

pr
od

uc
tiv

ity
, r

em
ed

ia
te

 
sk

ill
 d

efi
ci

ts
, a

nd
 fa

ci
lit

at
e 

le
ar

ni
ng

 th
ro

ug
ho

ut
 th

e 
cu

r-
ric

ul
um

. (
5,

7,
8)

•
U

se
 te

ch
no

lo
gy

 to
ol

s (
e.

g.
 

w
or

d 
pr

oc
es

sin
g,

 p
re

se
nt

a-
tio

n,
 d

ra
w

in
g 

to
ol

s, 
W

eb
 

to
ol

s)
 fo

r i
nd

iv
id

ua
l a

nd
 

co
lla

bo
ra

tiv
e 

w
rit

in
g,

 c
om

-
m

un
ic

at
io

n,
 a

nd
 p

ub
lis

h-
in

g 
ac

tiv
iti

es
 to

 c
re

at
e 

kn
ow

le
dg

e 
pr

od
uc

ts
 fo

r 
au

di
en

ce
s i

ns
id

e 
an

d 
ou

ts
id

e 
th

e 
cl

as
sr

oo
m

. (
5,

7,
9,

10
)

•
U

se
 te

ch
no

lo
gy

 re
so

ur
ce

s 
(e

.g
. c

al
cu

la
to

rs
, d

at
a 

co
lle

ct
io

n 
pr

ob
es

, v
id

eo
s, 

ed
uc

at
io

na
l s

of
tw

ar
e)

 fo
r 

sk
ill

 d
ev

el
op

m
en

t, 
pr

ob
le

m
 

so
lv

in
g,

 se
lf-

di
re

ct
ed

 le
ar

n-
in

g 
an

d 
ex

te
nd

ed
 le

ar
ni

ng
 

ac
tiv

iti
es

. (
5,

7,
8)

•
D

et
er

m
in

e 
w

hi
ch

 re
so

ur
ce

s 
an

d 
te

ch
no

lo
gy

 is
 u

se
fu

l a
nd

 
se

le
ct

 th
e 

ap
pr

op
ri

at
e 

to
ol

s 
an

d 
m

at
er

ia
ls 

to
 a

dd
re

ss
 a

 
va

rie
ty

 o
f t

as
ks

 a
nd

 p
ro

b-
le

m
s. 

(2
,5

,7
,1

2,
15

)

•
A

pp
ly

 p
ro

du
ct

iv
ity

/m
ul

-
tim

ed
ia

 to
ol

s (
e.

g.
 m

ul
-

tip
le

 sc
re

en
 p

re
se

nt
at

io
ns

 
in

co
rp

or
at

in
g 

or
ig

in
al

 a
rt

, 
pa

in
te

d 
te

xt
, c

lip
 a

rt
, t

ex
t 

fie
ld

s, 
na

vi
ga

tio
n 

bu
tto

ns
, 

et
c.

 a
ud

io
 a

nd
 v

id
eo

 p
ro

du
c-

tio
ns

, s
ta

nd
 a

lo
ne

 d
is

pl
ay

s)
 

an
d 

pe
rip

he
ra

ls 
to

 su
pp

or
t 

pe
rs

on
al

 p
ro

du
ct

iv
ity

, g
ro

up
 

co
lla

bo
ra

tio
ns

, a
nd

 le
ar

ni
ng

 
th

ro
ug

ho
ut

 th
e 

cu
rr

ic
ul

um
. 

(7
,8

,9
)

•
Lo

ca
te

 a
nd

 u
se

 in
fo

rm
at

io
n 

in
 b

oo
ks

 a
nd

 o
nl

in
e 

us
in

g 
eff

ec
tiv

e 
se

ar
ch

 st
ra

te
gi

es
 

(e
.g

. t
itl

e 
pa

ge
, t

ab
le

 o
f 

co
nt

en
ts

, g
lo

ss
ar

y, 
in

de
x,

 
ap

pe
nd

ix
, f

oo
tn

ot
es

, b
ib

lio
g-

ra
ph

y, 
an

d 
pr

ef
ac

e 
in

 p
rin

t, 
ke

yw
or

d,
 su

bj
ec

t, 
Bo

ol
ea

n 
ty

pe
 se

ar
ch

es
 a

nd
 se

ar
ch

 
en

gi
ne

s o
nl

in
e)

 a
nd

 so
ur

ce
s 

(e
.g

. d
ic

tio
na

rie
s, 

en
cy

cl
o-

pe
di

as
, a

lm
an

ac
s, 

at
la

se
s, 

ne
w

sp
ap

er
s, 

pe
rio

di
ca

ls
, a

nd
 

in
di

ce
s)

. (
2,

7,
9,

12
)

•
O

rg
an

iz
e 

an
d 

so
rt

 in
fo

rm
a-

tio
n 

us
in

g 
no

te
-t

ak
in

g 
sk

ill
s 

an
d 

pa
ra

ph
ra

sin
g.

 (7
,1

4)

•
C

re
at

e,
 e

nt
er

 a
nd

 in
te

rp
re

t 
m

ul
tip

le
 c

ha
rt

 ty
pe

s u
sin

g 
da

ta
 fr

om
 a

 sp
re

ad
sh

ee
t. 

(7
,8

)

•
C

re
at

e,
 e

nt
er

 a
nd

 in
te

rp
re

t 
m

ul
tip

le
 c

ha
rt

 ty
pe

s u
sin

g 
da

ta
 fr

om
 a

 sp
re

ad
sh

ee
t. 

(7
,8

)

•
D

es
ig

n,
 d

ev
el

op
, p

ub
lis

h 
an

d 
pr

es
en

t p
ro

du
ct

s (
in

cl
ud

-
in

g 
W

eb
 p

ag
es

, v
id

eo
ta

pe
s, 

w
or

d-
pr

oc
es

se
d 

re
po

rt
s, 

gr
ap

hi
c 

pr
es

en
ta

tio
ns

 a
nd

 
di

sp
la

ys
) t

ha
t d

em
on

st
ra

te
 

an
d 

co
m

m
un

ic
at

e 
cu

rr
ic

u-
lu

m
 c

on
ce

pt
s t

o 
au

di
en

ce
s 

in
sid

e 
an

d 
ou

ts
id

e 
th

e 
cl

as
s-

ro
om

. (
7,

9,
10

,1
4)

•
Tr

an
sf

er
 d

oc
um

en
ts

 u
sin

g 
ap

pr
op

ri
at

e 
te

ch
no

lo
gi

es
 

(e
.g

. u
sin

g 
th

e 
sc

ho
ol

’s 
fil

e 
se

rv
er

 to
 sh

ar
e 

fil
es

) a
nd

 
na

vi
ga

tio
n 

st
ra

te
gi

es
 (e

.g
. 

m
ul

tip
le

 d
oc

um
en

ts
, fi

le
 

lo
ca

tio
ns

, r
es

ou
rc

es
, a

nd
 b

e-
tw

ee
n 

ap
pl

ic
at

io
ns

). 
(5

,7
,1

0)

•
C

re
at

e 
m

ul
ti-

sc
re

en
 (e

.g
. 5

 
to

 1
0 

sc
re

en
s)

 m
ul

tim
ed

ia
 

pr
od

uc
tio

ns
 u

sin
g 

lin
ea

r 
an

d 
no

nl
in

ea
r t

ec
hn

iq
ue

s. 
(7

,9
,1

0,
14

)

•
U

se
 te

ch
no

lo
gy

 to
ol

s a
nd

 
re

so
ur

ce
s f

or
 m

an
ag

in
g 

an
d 

co
m

m
un

ic
at

in
g 

pe
rs

on
al

/
pr

of
es

sio
na

l i
nf

or
m

at
io

n 
(e

.g
. s

ch
oo

l r
ep

or
ts

, fi
na

nc
-

es
, s

ch
ed

ul
es

, a
dd

re
ss

es
, 

pu
rc

ha
se

s, 
co

rr
es

po
nd

en
ce

) 
(5

,7
,8

,9
), 

in
cl

ud
in

g:

-
So

ph
is

tic
at

ed
 u

se
 o

f 
w

or
d 

pr
oc

es
sin

g 
to

 
in

cl
ud

e 
tr

an
sf

er
ri

ng
 

do
cu

m
en

ts
 b

et
w

ee
n 

pl
at

fo
rm

s, 
us

in
g 

th
e 

sc
ho

ol
 fi

le
 se

rv
er

, 
pr

od
uc

in
g 

co
m

pl
et

e 
do

cu
m

en
ts

 w
ith

 p
ro

pe
r 

fo
rm

at
tin

g 
an

d 
de

sk
to

p 
pu

bl
ish

in
g 

te
ch

ni
qu

es
, 

an
d 

cr
ea

tin
g 

re
su

m
es

.

-
U

se
 th

e 
ad

dr
es

s b
oo

ks
, 

cc
 a

nd
 b

cc
 a

nd
 se

nd
 a

nd
 

re
ce

iv
e 

at
ta

ch
m

en
ts

 in
 a

 
va

ri
et

y 
of

 fo
rm

at
s o

ve
r 

em
ai

l.

-
C

re
at

io
n 

of
 p

re
se

nt
a-

tio
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 p

ro
ce

ss
 

an
d 

de
te

rm
in

e 
th

e 
in

fo
rm

a-
tio

n 
ne

ed
s t

o 
co

m
pl

et
e 

th
e 

ta
sk

. (
11

)

•
St

at
e 

bo
th

 b
ro

ad
 a

nd
 sp

e-
ci

fic
 q

ue
st

io
ns

 th
at

 w
ill

 h
el

p 
in

 fi
nd

in
g 

ne
ed

ed
 in

fo
rm

a-
tio

n.
 (1

1)

•
Id

en
tif

y 
th

e 
in

fo
rm

at
io

n 
re

qu
ire

m
en

ts
 o

f t
he

 re
se

ar
ch

 
qu

es
tio

n,
 in

cl
ud

in
g 

ty
pe

, 
am

ou
nt

, a
nd

 fo
rm

at
. (

11
)

•
G

en
er

at
e 

re
la

te
d 

sy
no

ny
m

s, 
ke

yw
or

ds
, a

nd
 to

pi
cs

 u
sin

g 
ge

ne
ra

l r
ef

er
en

ce
 so

ur
ce

s, 
te

xt
bo

ok
s, 

br
ai

ns
to

rm
in

g 
an

d 
co

op
er

at
iv

e 
ac

tiv
iti

es
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 p

ro
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 d
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s c
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s d
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at
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at
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 c
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r l
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, r
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at
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 re
fe

re
nc

e 
so

ur
ce

s (
e.

g.
 d

ic
tio

na
r-

ie
s, 

en
cy

cl
op

ed
ia

s, 
at

la
se

s, 
ne

w
sp

ap
er

s, 
pe

rio
di

ca
ls 

an
d 

on
lin

e 
da

ta
ba

se
s)

 in
 b
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 c
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 d
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at
io

ns
 

an
d 

on
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 re
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f d
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t l
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 p
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 d
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 c
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 b
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, b
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at
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ch

 st
ra
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 re
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gu
la

tio
ns

 o
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re
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at
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 d
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 c
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 p
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 d
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. d
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at
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 m
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at
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at
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at
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 re
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r p
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t c
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 c
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 d
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 c
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at
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at
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t l
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at
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 c
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, c
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Chapter 6: Infrastructure & Support 
(Excerpt: School Computer Survey)
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Student per Computer Ratio by site

Students
(as of 3/1/06)

Students/
Total Computers

Students/
Student Computers

Students/
Current Computers

Elementary Schools

Bacon 437 2.9 4 3
Bauder 361 2.8 4.2 2.9
Beattie 431 2.7 6.1 2.8
Bennett 411 2.9 4.6 3.2
Cache La Poudre 402 3.7 6.5 4
Dunn 415 4 5.7 5.1
Eyestone 717 3.6 5 4.4
Harris 313 3.4 4.7 3.7
Irish 361 2.6 4.6 4.4
Johnson 498 3.4 4.8 4
Kruse 507 3.9 5.7 4.1
Lab School 126 2.4 3.3 2.5
Laurel 347 2.1 2.8 2.7
Linton 514 5.2 11.7 5.4
Livermore 70 0.9 1.3 1.4
Lopez 479 5.9 15.5 6.2
McGraw 476 3.8 5.5 4.4
Moore 305 2.2 3.1 3
O’Dea 331 2.8 4.2 3.2
Olander 418 3.1 4.5 4
Putnam 368 2.1 2.8 2.4
Red Feather 52 2.3 3.7 2.7
Riffenburgh 359 2.8 4 3.8
Shepardson 479 3.5 5 4
Stove Prairie 44 1.8 2.6 7.3
Tavelli 602 3.4 4.8 4.1
Timnath 530 3.9 5.8 4
Traut 526 5.4 9.2 6.8
Werner 465 2.9 4 4
Zach 602 4.2 6 4.3
Elementary Total 11946 3.2 4.9 3.8
Elementary Avg. 398 3.2 4.9 3.8

Junior High Schools

Blevins 514 3 4.6 3.6
Boltz 764 3.1 5.3 4.5
CLP 406 2.8 3.7 3.1
Lesher 555 2.8 4.1 3.8
Lincoln 529 3.6 5.4 3.6
Mountain View 45 1.2 1.7 1.2
Preston 895 3.1 4.3 3.2
Webber 863 4.3 7.5 6.8
Wellington 316 2.1 2.9 2.5
Junior High Total 4887 3.1 4.6 3.7
Junior High Average 543 3.3 4.6 3.7
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High Schools Students 
(as of 3/1/06)

Students/
Total Computers

Students/
Student Computers

Students/
Current Computers

Centennial 152 2.1 3 2.2
Fort Collins 1366 3.5 4.6 3.5
Fossil Ridge 744 1.1 1.4 1.1
Poudre 1773 3.3 4.9 5.3
Rocky 1691 2.8 4.2 4.3
High School Total 5726 2.5 3.5 3.1
High School Average 1145 2.5 3.5 3.1

Student per Computer Ratio by site  (continued)
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In 1996 and 2000, the voters within Poudre School District boundaries approved a mill levy and bond ballot issue, 
respectively. Every two years, schools receive bond money and every three years, schools receive mill money. The 
amount of money each school receives is based on the school’s enrollment. Bond money is to be used to replace 
or upgrade aging technology and mill money may be used to fund new technology related projects. The budget al-
location is shown on the following page. In order to spend this money, every three years, each school must write an 
“Instructional Improvement Through Technology Plan.” 

In 2010, the school district’s bond issue will expire. In 2008, the district plans to place a new bond or mill issue on 
the ballot.

Chapter 8:
Budget

Money is like a sixth sense, without which you cannot make a complete use of the other five. 
— Summerset Maughan

Excerpt from ET-IL Master Plan
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Section 3:

Job Descriptions
Position Description Media Technology Specialist   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .73

Computer Assistant I  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .81 
Computer Assistant II   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .82

Media Tech Center Site Manager I   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .83 
Media Tech Center Site Manager II  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .85

Media Technology Assistant I  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .87 
Media Technology Assistant II  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .88

Technology Systems Site Manager I   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .90 
Technology Systems Site Manager II  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .91
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Media Technology Specialist (Teacher Librarian)
Position Qualifications

Education/Certification
1 . Bachelor’s degree required .
2 . Hold or be eligible to hold a Colorado Teaching Certificate/License .
3 . Hold or be eligible for endorsement as a library media specialist or media technology specialist; or 

if employed prior to endorsement, must have a training plan on file with the Director of Media and 
Technology .

Experience
1 . Successful completion of student teaching assignment .
2 . Successful completion of internship in library media and technology .
3 . Previous experience in library media and technology desirable .

Additional Expectations
1 . Demonstrated knowledge and skill in managing a library media facility and staff .
2 . Demonstrated knowledge of collection development .
3 . Demonstrated knowledge of and skill in managing instructional technologies, networking, and on-

line resources .
4 . Demonstrated knowledge of content standards and curriculum .
5 . Demonstrated knowledge of information literacy standards and instructional delivery of those 

standards .
6 . Demonstrated knowledge of and experience using library automation systems .
7 . Demonstrated effective written and oral communication skills .
8 . Evidence of ability to establish and maintain effective, cooperative relationships with school per-

sonnel, students, parents and the community .
9 . Demonstrate understanding and empathy necessary for working with students .

Line/Staff Relationship
Major Relationship:  Staff 
Immediate Supervisor:  Building Principal 
Positions Directly Supervised:  Media Technology Assistants, Computer Assistants, Building Techni-
cians, Student Aides
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Performance Areas, Criteria and Indicators
Library Administration and Management  

1.1  Library administration and management is driven by the professional standards for school 
library media centers as defined in Information Power and the North Central Accredita-
tion Standards and by district evaluation standards. 
Media Technology Specialist...
• establishes goals and procedures for operation of the library media center .
• coordinates the building technology planning process .
• promotes the library media center within the school community .
• implements the library media and technology program based upon the sites needs and the 

district’s policies .
• evaluates the library media center and the media technology program and reports records 

and statistics and other evaluations to the school administration and the District Media and 
Technology Center . 

1.2 Library Administration and Management includes the supervision of staff, student assis-
tants and volunteers to ensure a welcoming climate in the library media center and a learn-
ing environment where students and staff are supported in achieving their learning needs. 
Media Technology Specialist...
• defines work responsibilities, establishes expectations and trains staff, student assistants and 

volunteers .
• supervises and evaluates support personnel . 

1.3 Library Administration and Management requires working closely with the building ad-
ministrators, collaboration with department heads and teachers, and the site-based team.
Media Technology Specialist...
• meets regularly with the principal for guidance and to share information about the library 

media and technology program . 
• works with teaching staff to assure that the media technology program meets their teaching 

needs . 
• uses input to assist with planning and assure that the program is meeting the school’s needs .
• meets with or serves on the site-based management team to keep them apprised of the media 

technology programs directions and needs .

 1.4 Library Administration and Management requires the smooth operation of the library fa-
cility. The Media Technology Specialist may personally handle issues related to the opera-
tion or supervise staff or volunteers who have direct responsibility.
Media Technology Specialist...
• establishes and maintains behavior standards for those using the school library and equip-

ment and materials .
• develops procedures for providing the best service for teachers and students .
• assures easy access to the collection, maintaining the order of the collection and establishing 

procedures for having books processed and shelved .

Media Technology Specialist (Teacher Librarian) cont’d
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• maintains an automated circulation and public access system .
• establishes and enforces circulation standards .
• establishes procedures for the efficient circulation of  library items and equipment .
• provides access to electronic and on-line resources .
• provides video access through CCTV .
• does off-air taping and/or satellite taping of requested shows .
• provides direction in the use of video equipment and production facilities .
• works with District Media and Technology Center on audiovisual materials booking and preview .
• provides interlibrary loan access .
• inventories collections and equipment .
• creates displays and maintains the physical appearance of the library .
• coordinates student usage of the facility allowing for drop in usage and scheduled classes . 
• provides extended hours for student, teacher and community access if staffing allows .
• coordinates special projects related to the library media center .
• provides staff development in the use of media and audiovisual resources .

1.5 Library administration and management requires the planning & management of budgets. 
Media Technology Specialist...
• does long-range budget planning and submits a yearly budget to the school administration 

and/or site-based management team .
• manages the site library budget .
• coordinates the district mill levy budgets for library materials and technology . 

1.6 Library administration and management includes the acquisition and maintenance of li-
brary and media materials.
Media Technology Specialist...
• works with the office manager on budget and ordering procedures .
• selects and orders books, audiovisual materials and equipment and supplies for the library 

media center .
• maintains audiovisual equipment, troubleshooting problems and/or sending equipment into 

the district for repairs .
• works with district personnel to determine repair processes and procedures . 

Collection Development

2.1 The library media center collection is selected and developed by the media technology spe-
cialist in collaboration with faculty to support district standards and the school’s curricu-
lum and to contribute to the learning goals of teachers and students. 
Media Technology Specialist...
• reads book reviews and professional journals for information about print and audiovisual ma-

terials for the library .
• knows the standards and the curriculum and selects materials based upon curricular needs .
• recognizes students’ reading levels and interests and selects materials appropriate for them .
• meets with faculty and uses their input for the selection of materials .
• maintains consideration files .

Media Technology Specialist (Teacher Librarian) cont’d
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Media Technology Specialist (Teacher Librarian) cont’d
2.2 Collection Development requires selecting and ordering new materials for the school li-

brary media center.
Media Technology Specialist...
• selects appropriate vendors and suppliers to provide all of the materials necessary for a qual-

ity and up-to-date collection .
• prepares and submits orders .

2.3 Collection Development requires that the collection be appropriate and utilized. 
Media Technology Specialist...
• weeds the collection to maintain currency and accuracy .
• is knowledgeable of the collection and promotes its uses with students and faculty .

Technology

Technology management is staffed and handled differently at different sites . The Media Technology 
specialist may be personally responsible for the following or may work with other certified or classi-
fied staff to meet the criteria . Whatever the actual staffing plan, the media technology specialist offers 
leadership in the use of educational technologies .

3.1 Technology is used throughout the school and by all teachers and students based upon the 
district and site’s approved technology plan.
Media Technology Specialist...
• coordinates the site technology team and develops the site technology plan .
• attends the district’s Building Technology Coordinators’ meetings .

3.2 Technology usage requires appropriate hardware and software.
Media Technology Specialist...
• reads, evaluates, and researches computer hardware and software .
• selects appropriate software and hardware based upon the site technology plan and curricular 

needs .
• installs new software and management programs .
• learns to use, becomes proficient with, and teaches others to use new software and on-line 

resources .
• manages CD-ROM networks and selects electronic resources for student research .
• maintains and troubleshoots computer equipment and coordinates district installation and 

repair of equipment and networks .

3.3 Technology must be managed appropriately to provide teaching and learning opportuni-
ties for students and staff.
Media Technology Specialist...
• administers Internet accounts for staff and students .
• manages building networks .
• manages building file servers .
• coordinates the use of computer security software .
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• receives and provides training to staff and students on software and network use .
• schedules media computer lab usage .
• supports teachers’ use of computers .
• provides staff development in the use of technologies within the regular teaching day .

Instructional Planning 

4.1 Instructional planning is driven by district adopted standards for Media and Technologies 
integrated into the district-approved content standard areas.
Media Technology Specialist...
• establishes clear standard-based learning goals which are generally incorporated into a con-

tent curriculum unit .
• identifies where the Media and Technology Standards are addressed .
• co-plans with the classroom teacher on how units will be taught .
• co-plans with the classroom teacher on how students will be evaluated on the standards ad-

dressed in a particular unit .
• prepares materials and provides resources for teaching Media and Technology Standards .

4.2 Instructional planning with classroom teachers assists them in  teaching other content 
standards.
Media Technology Specialist...
• meets with teachers to develop teaching units that utilize the resources of the library media 

center .
• and the teacher develop plans to deliver instruction and evaluate the unit and the students .

Instruction

5.1 Applies the principles of teaching/learning to enhance and motivate students to meet ad-
opted content and Media and Technology standards.
Media Technology Specialist...
• instructs in sequential and appropriately paced manner .
• uses effective motivation, reinforcement, retention and transfer strategies .
• conveys high expectations for all students to participate, learn and be accountable .

5.2 Teaches teachers and students to use educational technologies and media as a part of the 
instructional program. 
Media Technology Specialist...
• provides training in the use of media and technologies .
• models the use of media and technologies when team teaching with other staff members .
• provides bibliographies, selects materials and resources, and coordinates the use of research 

strategies and formats for classroom instruction .

Media Technology Specialist (Teacher Librarian) cont’d
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Media Technology Specialist (Teacher Librarian) cont’d

5.3 Teaches information literacy skills.
Media Technology Specialist...
• provides orientation to the library and the use of educational technologies .
• gives individual assistance in the use of reference materials .
• provides reading motivation and promotes literacy .
• teaches information skills in coordination with content standards .
• assists students in selecting materials .

5.4 Communicates effectively with students and staff.
Media Technology Specialist...
• works with students in both direct and indirect instruction .
• establishes an environment in which students and teachers feel safe to explore and ask ques-

tions and seek assistance .
• provides clear, concise and reasonable directions to staff and students .

Behavior Management

6.1 Establishes clear expectations for appropriate behavior according to building philosophy.
Media Technology Specialist...
• encourages student expressions of respect for one another and self .
• deals with behavioral problems effectively .
• manages large groups of students effectively .

6.2 Requires appropriate treatment of the facility and materials.
Media Technology Specialist...
• informs staff and students of copyright regulations and adheres to those regulations within 

the operation of the library media center .
• requires library users to return materials in a timely manner and may assess damages for 

inappropriate damage to materials or equipment .

Human Relations

7.1 Enhances student self-concept and attitude toward learning.
Media Technology Specialist...
• respects and shows sensitivity to individual needs and concerns .
• provides opportunities for students to assume responsibility and develop independence .

7.2  Portrays a positive attitude in the school environment.
Media Technology Specialist...
• conveys enjoyment and enthusiasm for school library media centers and for learning .
• displays a sense of humor .
• treats individuals with respect and dignity .
• works cooperatively with colleagues, parents/guardians and community .
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7.3  Provides a positive learning environment.
Media Technology Specialist...
• provides conditions under which students can exercise self-discipline, honesty, leadership and 

citizenship .
• establishes a caring and secure environment .

7.4  Communicates effectively with parents, students, and community.
Media Technology Specialist...
• communicates library media and technology information to student and parent/guardians .
• communicates with administrators and faculty about library media and technology .
• uses a variety of methods to communicate with staff, parents/guardians, students and the 

community (i .e . newsletters, phone calls, notes, etc .)
• communicates effectively with parents/guardians and/or students regarding student fines, 

overdues, losses, etc .
• communicates to other libraries and the community about the library services and/or activi-

ties .

Staff Training

8.1  Provides training for administrators and staff on use of media and technologies.
Media Technology Specialist...
• learns new software, on-line resources, networking, and equipment and provides training for 

staff members both formally and informally .
• trains teachers on the use of media in the curriculum .
• supports staff’s teaching of reading and literacy .

Professional Responsibilities

9.1 Works scheduled hours and attends required staff meetings. 
Media Technology Specialist...
• reports to work and leaves work at the designated time set by supervisor .
• notifies supervisor if unable to attend meetings or if (s)he will be delayed or must leave early .
• participates appropriately while attending meetings .

9.2 Participates in professional growth opportunities.
Media Technology Specialist...
• participates in staff development activities, educational courses, and/or professional organiza-

tions .
• stays current in library media and technology and information literacy instruction .
• stays current with other standards areas .
• uses self-evaluation to improve skills as a teacher librarian .
• uses constructive advice for improvement .
• develops an annual development plan .

Media Technology Specialist (Teacher Librarian) cont’d
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Media Technology Specialist (Teacher Librarian) cont’d
9.3 Continues to enhance personal skills in using appropriate technologies.

Media Technology Specialist...
• demonstrates advanced skills in computer literacy .
• uses technology to enhance student research and learning .

9.4 Accepts professional responsibilities related to goals and priorities of the building and 
district.
Media Technology Specialist...
• promotes parent/guardian and community involvement in the library media and technology 

program .
• works toward the accomplishment of school/district goals .
• assists administrators and colleagues in establishing and modifying school procedures and 

resolving sites issues .

9.5 Demonstrates concern for student health and safety.
Media Technology Specialist...
• recognizes hazardous situations and acts upon them .
• reports information involving suspected danger to the health and safety of students .

9.6 Maintains necessary records.
Media Technology Specialist...
• maintains records on student use, fines, and overdues .
• maintains standard library records on collection, usage, etc .

9.7 Collaborates with others to fulfill professional responsibilities.
Media Technology Specialist...
• shares materials and resources with colleagues .
• participates with colleagues in developing and teaching integrated units .
• participates in cooperative planning with colleagues .

9.8 May assist with grant writing and with gifted and talented, school-to-career and other spe-
cial programs.
Media Technology Specialist...
• initiates or assists in writing grants for media and technology and other school programs .
• assists in providing opportunities for gifted and talented students and meeting the needs of 

diverse and special populations .
• assists in providing school-to-career information for students .
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Job Title/Code COMPUTER ASSISTANT I – 41129

Job Family School Media and Instructional Technology

Pay Grade SM10H

Revision Date July 26, 2005

       Summary of  

Position 

Assist students and staff in computer center.  Set up and maintain computer 

equipment.  Troubleshoot computer software and hardware. 

Essential  

Functions 

Assist students and instructors with the use of the computer center 

Conduct computer classes and workshops for parents and staff 

Supervise students and monitor behavior 

Assist in scheduling computer use by instructors 

Check software out and in  

Maintain records for inventory, software licensing, use agreements, 

expenditure records, and sign-in /sign-out sheets 

Assist with previewing software 

Assist in building technology training with individuals and small groups of  

students and/or staff 

Perform basic maintenance and troubleshooting of computers  

Coordinate equipment maintenance and repair 

Assist in the setup of computer and software installation of software 

Order software, hardware and other supplies 

Assist in performing inventory  

Train student aides and volunteers 

Additional  

Responsibilities 

Perform general clerical duties 

Assist in other departments and with other duties as necessary 

Attend professional development activities  

Perform other job related duties as assigned  

Education and 

Experience 

High School Diploma or GED plus one year of related experience required.  

Two years of college course work in education, library media or computer 

technology preferred.   Equivalent combination of education and experience 

is acceptable. 

Required 

Knowledge, 

Skills  

and Abilities 

Ability to work with students, staff, parents, and community 

Skills in utilizing a variety computers and programs 

Ability to use basic office equipment 

Knowledge of basic computer maintenance and troubleshooting skills    

Verbal and written communication skills 

Ability to be a part of/work with a team 

Licenses 

Required 

None 

 NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location. 
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Job Title/Code COMPUTER ASSISTANT II – 41149

Job Family School Media and Instructional Technology

Pay Grade SM15H

Revision Date July 26, 2005

Summary of  

Position 

Assist students and staff in computer center.  Set up and maintain computer 

systems/equipment.  Maintain computer center records.  Troubleshoot 

complex computer software and hardware issues. 

Essential  

Functions 

Set up and maintain computer equipment, install software, manage file server 

operations, user accounts and ensure computer security and backup   

Manage advanced building file server operation  

Train and monitor students on the use of the Internet 

Provide technology training to building personnel in the course of normal 

technical support duties 

Problem solve complex computer and network issues 

Develop and implement strategies for computer security, backup, and virus 

protection 

Install new equipment  

Conduct inventory 

Implement district hardware and software standards 

Assist in the supervision of student assistants and volunteers 

Work directly with district technology support staff 

Additional  

Responsibilities 

Assist Media Technology Specialist in ordering and keeping budget records 

Perform other job related duties as assigned 

Education and 

Experience 

High School Diploma or GED plus two years of college course work in 

education, library media or computer technology and two to three years of 

related experience required.  Equivalent combination of education and 

experience is acceptable. 

Required 

Knowledge, 

Skills  

and Abilities 

Skills in utilizing a variety computers and programs 

Ability to use basic office equipment 

Knowledge of computer maintenance and troubleshooting skills     

Verbal and written communication skills 

Knowledge of the Dewey Decimal System 

Ability to be a part of/work with a team 

Ability to work with students, staff, parents and community 

Ability to safely lift/carry/move computer equipment weighing a minimum 

of 35 lbs 

Licenses 

Required 

None 

NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location.
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Job Title/Code MEDIA TECH CENTER SITE MANAGER I – 41159

Job Family School Media and Instructional Technology

Pay Grade SM20H

Revision Date July 26, 2005

Summary of  

Position 

Perform a variety of complex media/technology related tasks, including 

working with teachers and students in the set up and use of media materials 

and equipment, maintaining the order and functionality of the 

media/technology center and operating audiovisual and computer equipment.  

Use media and technology systems to provide cross-curricular 

media/technology integration.    

Essential  

Functions 

Supervise students in the library media center  

Create student lessons and teach material with assistance from classroom 

teacher 

Order library/media materials and equipment 

Develop record keeping systems to track teacher and student use of library 

and district AV materials 

Informs teachers of new materials available from the district 

Provide staff development for media/technology instruction 

Establish a welcoming, attractive library environment 

Use the library automation system to circulate and find materials, manage 

student check out and notification of over dues and create reports, 

bibliographies 

Select and pull material to support teachers’ lessons and objectives 

Maintain publisher and vendor catalog files 

Interacts with teachers and students to provide media/classroom connection 

Maintain media budget in coordination with school bookkeeper 

Attend monthly district media meetings 

Run the school CCTV/CATV system and oversee video program and 

equipment 

Coordinate the use of AV equipment, maintenance and repair 

Additional  

Responsibilities 

Promote reading programs and student literacy 

May be responsible for school computers and network if no Computer 

Assistant of Building Technology Coordinator exists 

Perform other job related duties as assigned 

Education and 

Experience 

Associates degree in library media, technology or related field plus four 

years of experience in a school media position.  Equivalent combination of 

education and experience acceptable. 

Required 

Knowledge, 

Skills  

and Abilities 

Knowledge of Dewey Decimal system 

Ability to troubleshoot and problem solve computer networking problems 

Ability to supervise large groups of students 

Knowledge of behavior management techniques 

Knowledge of library automation system 

Knowledge of collection systems 
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Knowledge of children’s literature 

Organizational skills 

Ability to communicate with students, staff, parents and community 

Ability to be a part of/work with a team 

Time management and organizational skills 

Ability to plan and teach to Literacy/Educational Technology Standards 

Licenses 

Required 

None 

 NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location. 
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Job Title/Code MEDIA TECH CENTER SITE MANAGER II – 41169

Job Family School Media and Instructional Technology

Pay Grade SM25H

Revision Date July 26, 2005

Summary of  

Position 

Plan and develop a total library technology program to support the 

educational objectives of the school while performing a variety of complex 

media/technology related tasks.  Work with teachers and students in the set 

up and use of media materials and equipment, maintain the order and 

functionality of the media/technology center and operate audiovisual and 

computer equipment.  Use media and technology systems to provide cross-

curricular media/technology integration.  Supervise Media Center staff.    

Essential  

Functions 

Supervise students in the library media center  

Work with classroom teachers in developing integrated lesson plans and 

team-teach with classroom teachers 

Develop appropriate tools for maintaining library statistics 

Evaluate the instructional program of the Library/Media Center 

Serve on the site improvement committee to determine ways the library 

media and technology program can improve student achievement 

Develop and adjust schedules of students and teachers in the library 

Collaborate with teachers to support educational objectives 

Provide written reports to administration 

Manage and plan media budgets 

Create newsletters and flyers promoting library services and resources 

Participate in district media committees 

Provide materials, teaching units and resources to support curriculum and 

district standards 

Coordinate the use of AV equipment, maintenance and repair 

Additional  

Responsibilities 

Assume leadership role in the literacy program  

May be responsible for school computers and network if no Computer 

Assistant of Building Technology Coordinator exists 

Perform other job related duties as assigned 

Education and 

Experience 

Bachelor’s degree in a related field or evidence of equivalent training plus 

four years of experience as a Media Center Manager required.  Equivalent 

combination of education and experience acceptable. 

Required 

Knowledge, 

Skills  

and Abilities 

Knowledge of Dewey Decimal system 

Ability to troubleshoot and problem solve computer networking problems 

Ability to supervise large groups of students 

Knowledge of behavior management techniques 

Knowledge of library automation system 

Knowledge of collection systems 

Knowledge of children’s literature 

Organizational skills 

Program planning, implementing and evaluating skills 
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Ability to communicate with students, staff, parents and community 

Ability to be a part of/work with a team 

Time management and organizational skills 

Ability to plan and teach to Literacy/Educational Technology Standards 

Licenses 

Required 

None 

 NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location. 
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Job Title/Code MEDIA TECHNOLOGY ASSISTANT I – 41119

Job Family School Media and Instructional Technology

Pay Grade SM10H

Revision Date July 26, 2005

Summary of  
Position

Assist in maintaining the order and functionality of the school library/media 
center.  Work with teachers and students in the setup and use of materials 
and equipment. 

Essential
Functions

Assist in managing student use of the library/media center 
Use the library automation system to circulate materials, manage student 
check out and notify of over dues 
Provide assistance with administration of discipline 
Assist Media Technology Specialist in delivering lesson plans 
Selects and pulls appropriate materials to support teachers’ lesson plans 
Book, maintain and schedule use of AV materials/equipment for teachers 
Conduct inventory 
Assists with library volunteers’ and students assistants’ work 
Process interlibrary loans and student requests 
Receive acquisitions and process into collection 
Run the school CCTV/CATV system, use video equipment 

Additional
Responsibilities

Work with district technology support staff 
May assist Media Technology Specialist in ordering and keeping budget 
records
Perform other job related duties as assigned 

Education and 
Experience 

High School Diploma or GED plus 1 year of college course work in 
education, library media or computer technology or two years of work 
experience in a library or computer related field required.  Equivalent 
combination of education and experience acceptable. 

Required
Knowledge,

Skills
and Abilities 

Knowledge of Dewey Decimal System 
Ability to supervise students 
Knowledge of behavior management techniques 
Ability to be a part of/work with a team 
Human relation skills 
Ability to work with students, staff, and community 
Word Processing, Intranet and Excel spreadsheet skills 

Licenses 
Required

None

NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 
responsibilities or qualifications associated with the job.  Specific duties may 
vary depending upon location, or additional duties may be assigned by the 
location. 
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Job Title/Code MEDIA TECHNOLOGY ASSISTANT II – 41139

Job Family School Media and Instructional Technology

Pay Grade SM15H

Revision Date July 26, 2005

Summary of  
Position

Assist in maintaining the order and functionality of the school library/media 
center.  Work with teachers and students in the setup and use of materials 
and equipment.  Manage student use of the library/media center. 

Essential
Functions

Supervise large group of students and administer discipline when appropriate 
Assist in teaching students to use library/media center  
Train students and staff to use on-line resources, ILL and library systems 
Work with classroom teachers to fill their requests for materials or 
information 
Use library automation system to create reports, bibliographies and manage 
circulation information 
Develop record keeping system to track teacher and student use of library 
Inform teachers of new materials available 
Complete and reconcile inventory 
Train others in the operation of the library automation system 
Coordinate the work of library volunteers and student assistants per Media 
Specialist
Process acquisitions, collect fines, maintain petty cash 
Publicizes video programs available to teachers   
Set up and maintain video equipment for use during or after school hours 
Manage the video streaming and video distribution systems 

Additional
Responsibilities

Assist with staff development on library and computer systems 
May teach literacy/educational technology and computer skills under the 
supervision of Media Specialist 
Assist in the video production studio 
Assist with selection and ordering of materials 
May assist Media Specialist with Media Technology budget 
Perform other job related duties as assigned 

Education and 
Experience 

Two years of college course work in education, library media or computer 
technology plus five years of library experience with at least two years in a 
school media center or computer lab required.  Equivalent combination of 
education and experience acceptable. 

Required
Knowledge,

Skills
and Abilities 

Knowledge of Dewey Decimal System 
Ability to supervise students 
Knowledge of behavior management techniques 
Ability to be a part of/work with a team 
Human relation skills 
Ability to communicate with students, staff, and community 
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Ability to communicate with students, staff, parents and community 

Ability to be a part of/work with a team 

Time management and organizational skills 

Ability to plan and teach to Literacy/Educational Technology Standards 

Licenses 

Required 

None 

 NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location. 
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Job Title/Code TECHNOLOGY SYSTEMS SITE MANAGER I - 38205

Job Family School Media and Instructional Technology

Pay Grade SM30H

Revision Date July 27, 2005

Summary of 

Position 

Maintain the order and functionality of building technology equipment and 

network for a site with over 250 computers.  Ensure building technologies 

function at a high level to serve the needs of teachers and students.   

Plan and coordinate technology training for site, may supervise and direct 

work of other classified media employees.

Essential 

Functions 

Work with individuals, small and large groups of students and staff 

Schedule use of building computers and technology 

Train staff and students on computer applications and information access 

Support student information systems, business systems and information 

systems programs 

Support building file servers that are district standard and manage building 

file server 

Manage network devices, multiple cross platform file servers, fileserver setup 

and computer security 

Manage user accounts and monitors for security breaches or inappropriate use 

of technologies 

Troubleshoot installation of new computer equipment and software 

Assist staff in use of student grade book system 

Install and manage software applications and programs 

Assist staff in the use of curricular-related software 

Develop and implement strategies for security, backup and virus 

protection 

Additional 

Responsibilities 

Serve on site technology team  

Meet regularly with district media team 

Perform other job related duties as assigned

Education and 

Experience 

Associate degree in Computer Technology plus two years of experience in a 

computer related field required.  Bachelor’s degree in Computer Technology 

preferred.  Equivalent combination of education and experience acceptable.

Required 

Knowledge, 

Skills 

and Abilities 

Knowledge of multiple file server and operating systems such as WinNT and 

Win 2K 

Ability to communicate with students, staff, parents, and community 

Ability to supervise students 

Human relation/interpersonal skills 

Ability to safely lift and carry up to 50 lbs. 

Ability to read and understand trade and technical journals and publications 

Ability to keep up on latest technology developments related to education 

Ability to work with/be a part of a team

Licenses 

Required 

None

 NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may 

vary depending upon location, or additional duties may be assigned by the 

location. 
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Job Title/Code TECHNOLOGY SYSTEMS SITE MANAGER II – 38206

Job Family School Media and Instructional Technology

Pay Grade SM50H

Revision Date July 27, 2005

Summary of  

Position 

Maintain the order and functionality of building technology equipment and 

network for a site with over 350 computers.  Ensure building technologies 

function at a high level to serve the needs of teachers and students.   

Plan and coordinate technology training for site, supervise and direct work of 

other classified media employees. 

Essential  

Functions 

Work with large groups of students without a classroom teacher or Media 

Specialist immediately present 

Schedule use of building computers and technology 

Train staff and students on computer applications and information access 

Guide the implementation of student information systems, business systems 

and information systems programs throughout the building  

Install, manage and support file servers                  

Manage network devices in a complex environment, manages multiple cross 

platform file servers, fileserver setup and computer security 

Maintain operations of critical systems and supports administration in the use 

of systems 

Serve on or lead the site’s data analysis team 

Troubleshoot installation of new computer equipment and software 

Assist staff in use of student grade book system 

Install and manage software application systems   

Assist staff in the use of curricular-related software 

Develop and implement strategies for security, backup and virus protection 

Remain current in new district software and new programs in the educational  

market and makes recommendations. 

Additional  

Responsibilities 

Meet regularly with district media team 

Perform other job related duties as assigned 

Education and 

Experience 

Two year associate degree in a computer technology, Bachelor’s degree 

preferred, plus two years work experience in a computer-related field.  

Specialized training in the management of file server operating systems also 

required. Equivalent combination of education and experience acceptable. 

Required 

Knowledge, 

Skills  

and Abilities 

Knowledge of multiple file server and operating systems such as WinNT and 

Win 2K 

Ability to communicate with students, staff, parents, and community 

Ability to supervise students 

Human relation/interpersonal skills 

Ability to safely lift and carry up to 50 lbs. 

Ability to read and understand trade and technical journals and publications 

Ability to keep up on latest technology developments related to education 

Ability to work with/be a part of a team 

Licenses 
Required 

None. 

NOTE:  This Job Description is not intended to be an all-inclusive list of duties, 

responsibilities or qualifications associated with the job.  Specific duties may vary 

depending upon location, or additional duties may be assigned by the location.
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Poudre School District ET-IL Technol-
ogy Infrastructure and Support Over-
view Telecommunications and Network 
Security
•	 Current Telecommunications/Security Infra-

structure
•	 District Network and Internet Access
•	 32 schools and 11 support services facilities are

served by shared 1 gigabit-capable fiber.
•	 14 schools and 1 support service facilities are

served by an ATM network. 10 of these schools
have a dedicated 1.5mbs ATM circuit. 4 of these
schools share a 1.5mbs ATM network between 2
schools.

•	 Internet Access for the entire district is a 35mbs
connection provided by the Front Range Gigapop
consortium through Colorado State University.
All schools/facilities have internet access.

• 	 The District has a class B internet license for ad-
dressing.

• 	 At least 31 schools have some wireless network-
ing.

• 	 Telephone Service
• 	 Telephone service is available at all district sites.

21 district sites/facilities have direct dial tele-
phone service and staff voicemail.

• 	 Cellular phones are provided to sites and staff
when needed for safety, security and mobility.

• 	 Network Security
• 	 A central District firewall provides protection

from intrusion attempts directed from outside
the District private network.

• 	 Whenever possible, SSL is used for access to
District data and web resources from the internet.
An SSL gateway is in use to provide staff access to
file servers.

• 	 McAfee anti-virus software is installed on District
computers and centrally-managed using McAfee
E-policy Orchestrator.

• 	 Windows Updates are regularly distributed and
installed.

•	 An event monitoring system (Trigeo) is in use
partly as an intrusion-detection/prevention sys-
tem.

•	 Internet access is filtered using a Squid proxy
server and Smartfilter.

•	 Plans for Improvement of Telecommunications/
Security Infrastructure

• 	 District Network and Internet Access
- 	 District plans to upgrade 11 schools to 1 giga-

bit fiber network.
• 	 Telephone Service

- 	 District plans to provide direct-dial telephone
service and voicemail to all district sites.

• 	 Network Security
- 	 District plans to do internal and external secu-

rity audits.

E-Rate
(See Appendix C for complete detail on E-Rate
Funding)

The Universal Service Fund’s “Schools and Libraries”
programs was established as part of the Telecommu-
nications Act of 1996. One provision of this Act was
to provide affordable access to telecommunications
for all eligible K–12 public schools, private schools
and public libraries, particularly those in rural and
inner-city areas. Funded by congress at up to $2.25
billion annually, the program provides Poudre School
District a discount on telecommunications services
at of 47%. There are four primary services these
discounts can be applied for: Telecommunication
Services, Internet Access, Basic Maintenance, and
Internal Connections.

The Universal Services Fund determines your rate of
discount and services that are eligible for discount
based on the Schools participation in the National
School Lunch Program and whether the School is
considered to be in a rural or urban environment.
Most of Poudre School District Schools fall into
the urban classification. E-Rate fund discounts are
primarily used to supplement the costs involved in
providing a wide area network and Internet connec-
tions for schools. This connectivity provides students
with access to educational resources that are centrally
located within the school district as well as resources
available on the Internet. These resources include on-
line databases, centralized academic software applica-
tions, as well as file and print. E-Rate funds are also
utilized for traditional and cellular phone service.
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Poudre School District reviews their policies and pro-
cedures related to the use of information and technol-
ogy on a regular basis.

Procedures related to student behavior in using these
resources are included in the district’s Student Rights 
and Code of Conduct. Each student receives a copy
of this each year with instructions to take it to their
parents. The Code of Conduct is also online in English
and Spanish at:

http://www.psdschools.org/students/code_of_con-
duct.aspx

The information related to technology is listed by
policy number in the Code of Conduct and includes
the following:

Student Access to Networked Information 
Resources (IJNDA)
Telecommunications, electronic information re-
sources, and networked services alter information
access by opening the classrooms to a broad array of
resources. Other instructional and library media ma-
terials are subject to selection criteria consistent with
district-adopted policies; however telecommunica-
tions, because they may lead to any publicly available
file server in the world, open classrooms to electronic
information resources which have not been screened
by educators for student use. The Board supports
access by students to appropriate electronic informa-
tion resources. The director of media and technology,
or designee, along with building media specialists,
shall provide guidance and instruction to staff on how
to assist students in analyzing and evaluating these
resources for appropriate use throughout the curricu-
lum. In order to help ensure that district technology
is used appropriately and responsibly by students,
content filtering measures that restrict student access
to material that is obscene or otherwise inappropri-
ate, in accordance with applicable law, have been
implemented. The director of media and technology
and the chief information officer, or designee, shall
develop rules, regulations, guidelines, and procedures
for the use of networked resources. Students are re-

sponsible for proper use of school computer networks
and shall follow established rules, regulations, guide-
lines, and procedures. Student use of the internet
and electronic communications through district
technology is a privilege, not a right. General poli-
cies and regulations in the Student Rights and Code
of Conduct governing student behavior apply to such
internet and electronic communications use. Students
and their parents/guardians shall be required to sign
the district’s acceptable use agreement before internet
or electronic communications accounts shall be is-
sued and access is allowed. Failure to comply with the
terms and conditions of use specified in this policy
IJNDA and in regulation IJNDA-R may result in the
student’s loss of the privilege to use the district’s tech-
nology, as well as subject the student to disciplinary
action and/or legal action. Parent/ guardian requests
that their child not be allowed independent use of
specified networked technology resources, such as the
internet, may be submitted in writing to the principal
of their child’s school.

Student Access to Networked Information 
Resources (IJNDA-R) 
In order to provide for the appropriate use of the PSD
network and internet and in keeping with Board of
Education policy, the following “PSD Network Terms
and Conditions” have been developed. All use of
the PSD network must comply with these terms and
conditions.

PSD Network Terms and Conditions 
Terms and Conditions (version 5.0, revised
January 20, 2004)

General Information 
The Poudre School District network (“the network” or
“the system”) is a system of local-area and wide-area
network services provided by Poudre School District
(PSD) which also connects PSD facilities to the inter-
net. Usage of all devices connected to any network
in Poudre School District is covered by these Terms
and Conditions. The use of this service is under the

Chapter 7:
Policies and Procedures

Efficiency is doing the thing right. Effectiveness is doing the right thing. — Peter F. Drucker
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direction of the director of media and technology, the
chief information officer, and designees. The system
administrators of the PSD network are employees
of Poudre School District and reserve the right to
monitor all activity on the system. Members will be
given a username, personal e-mail address, and pass-
word. Although called a member “account,” there are
currently no charges to members for system usage.
Because of the complex association between govern-
ment agencies and networks, the end user of any of
these networks must adhere to strict guidelines. They
are provided here so that members and the parents
of members who are under 18 years of age are aware
of their responsibilities. PSD network administrators
may modify these rules at any time by publishing the
modified rule(s) on the PSD web site at www.psd-
schools.org.

Information Content and Uses of the 
System
Members agree not to publish on or over the PSD
network any information which violates or infringes
upon the rights of any other person or any informa-
tion which would be abusive, profane, or sexually of-
fensive to a reasonable person, or which, without the
approval of the system administrators, contains any
advertising or any solicitation of other members to
use goods or services. Members agree not to use the
facilities and capabilities of the network to conduct
any business or activity or solicit the performance of
any activity which is prohibited by law. Because the
PSD network provides, through connection to the
internet, access to other computer systems around
the world, members [and the parent(s) of members if
members are under 18 years of age] specifically un-
derstands that the system administrators and Poudre
School District do not have control of the content
of the information residing on these other systems.
Members and the parents of members who are under
18 years of age are advised that some systems may
contain defamatory, inaccurate, abusive, obscene, pro-
fane, sexually oriented, threatening, racially offensive,
or illegal material. Poudre School District and the
system administrators do not condone the use of such
materials and do not permit usage of such materials
in the school environment. Students who knowingly
bring such materials into the school environment
will be dealt with according to the discipline policies
of the individual school building and Poudre School
District, and such activities may result in termination
of their access to the system. Poudre School District

and the system administrators do not warrant that the
functions or services performed by or that the infor-
mation or software contained on the System will meet
the member’s requirements or that the operation of
the system will be uninterrupted or error-free or that
defects in the system will be corrected. The PSD net-
work is provided on an “as is, as available” basis. PSD
does not make any warranties, express or implied,
including, without limitation, those of merchantabil-
ity and fitness for a particular purpose, with respect
to any services provided by same and any information
or software contained therein.

Third-party Supplied Information
Opinions, advice, services, and all other information
expressed by members, information providers, service
providers, or other third-party personnel on the PSD
network are those of the provider and not of Poudre
School District. Members are urged to seek profes-
sional advice for specific individual situations. Mem-
bers may use the PSD network to order services or
merchandise from other members or from agencies
not affiliated with PSD (“Seller”). All matters concern-
ing the merchandise and services ordered from Seller
including but not limited to purchase terms, payment
terms, warranties, guarantees, maintenance, and de-
livery, are solely between the Seller and the member.
PSD makes no warranties or representations whatso-
ever with regard to any goods or services provided by
Sellers. Poudre School District or the system admin-
istrators shall not be a party to such transactions or
be liable for any costs or damage arising out of, either
directly or indirectly, the actions or inactions of
Sellers.

Updating Member Account Information
PSD network administrators may occasionally require
new registration and account information from mem-
bers to continue the service. Members must notify the
technology help desk (helpdesk@psdschools.org) of
any changes in account information (address, phone,
name, school enrollment, etc.).

On-line Conduct
Any action by a member that is determined by a
system administrator to constitute an inappropri-
ate use of the PSD network or to improperly restrict
or inhibit other members from using and enjoying
the network is strictly prohibited and may result in
termination of an offending member’s access. Mem-
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bers specifically agree not to store, submit, publish,
print, or display on or through the PSD network
any defamatory, abusive, obscene, profane, sexually
oriented, threatening, racially offensive, illegal, or
deliberately inaccurate material; nor shall member
provide direct links to such materials or encourage
the use of controlled substances. Transmission of
material, information, or software in violation of any
local, state, or federal law is prohibited and is a breach
of the Terms and Conditions. Members specifically
agree to indemnify Poudre School District, its officers
and employees, and the system administrators for
any losses, costs, or damages, including reasonable
attorneys’ fees incurred by Poudre School District, its
officers and employees, and the system administrators
relating to, or arising out of any breach of the terms
of these Terms and Conditions by member. Members
are advised against publication of personal informa-
tion on the PSD network which may make them
vulnerable to harassment from other internet users.
No member shall publish personal information about
others on the network without their approval and
parental approval if the individual is under 18 years of
age. Commercial uses of the PSD network are strictly
prohibited unless written consent from the chief
information officer has been granted.

Copyrighted Material 
Copyrighted material must not be placed on any
system connected to the PSD network without the
copyright owner’s permission. Only the owner(s)
or persons they specifically authorize may upload
copyrighted material to the network. Members may
download copyrighted material for their own use.
Members should understand that materials devel-
oped, displayed, or contributed to the system as part
of a school project, or which use any district resourc-
es in their development, become the property of the
school district and not the property of any individual
contributors to these projects.

Licensed Software
It is the policy of Poudre School District that all
software installed on district computers be legally
licensed. Members of the PSD network agree to in-
stall and use software only in accordance with license
agreements. Members learning of any misuse of
software within the district shall notify a responsible
party. Poudre School District does not condone the
illegal duplication or distribution of software. Accord-

ing to applicable copyright law, persons involved in
the illegal reproduction or distribution of software
may be subject to civil damages and criminal penal-
ties including fines and imprisonment. Members that
make, acquire, distribute, or use unauthorized copies
of computer software are subject to district disciplin-
ary action.

Non-PSD Owned Equipment
Use of non-PSD owned equipment on the PSD
network may cause unacceptable security risks and
support issues. Members shall not connect or allow
others to connect non-PSD owned equipment to the
network except with specific written permission from
the chief information officer. Non-PSD owned equip-
ment will not be supported by PSD staff. Information
Technology technicians are authorized to remove
and/or confiscate any non-PSD owned equipment
connected to the PSD network without notice. Soft-
ware licensed by PSD may not be installed on non-
PSD owned computers unless specifically allowed by
the software publisher’s license agreement.

Public Posting Areas 
Public posting areas (bulletin boards, message boards,
forums, usenet groups) contain messages that are
posted from systems connected to the internet
around the world. PSD network system administra-
tors have no control over the content of messages
posted from these other systems. To support the
curriculum needs of the school district, message
boards may be hosted on the local system. The system
administrators, at their sole discretion, may remove
messages posted locally that are deemed to be unac-
ceptable or in violation of the Terms and Conditions.
The system administration, at their discretion, further
reserve the right to immediately terminate the ac-
count of a member who misuses public posting areas.

Real-time Interactive Communications
Real-time interactive communication may cause net-
work security problems, use excessive network band-
width, and expose members to personal safety risks.
Use of the PSD network to access instant messaging,
“chat rooms,” on-line games, and other multi-user
real-time communications is prohibited without spe-
cific prior permission from a system administrator.
The system administrators, at their sole discretion, re-
serve the right to immediately terminate the account
of a member who fails to abide by this restriction.
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Electronic Mail
Electronic mail is a personal electronic message sent
by or to a member in correspondence with another
person having internet mail access. Messages received
by the PSD system are retained on the system until
deleted by the recipient. Members are expected to
remove old messages in a timely fashion, and the
system administrators may remove such messages if
not attended to regularly by the member. The pass-
ing of chain letters via mail is specifically prohibited.
Any mail messages may be monitored or inspected
by the system administrators, although the system
administrator will not normally inspect the contents
of mail sent by one member to an identified addressee
or disclose such contents to other than the sender
or an intended recipient without the consent of the
sender or an intended recipient, unless required to do
so by law or policies of Poudre School District, or to
investigate complaints regarding mail which is alleged
to contain defamatory, abusive, obscene, profane,
sexually oriented, threatening, racially offensive,
illegal, or deliberately inaccurate material. Poudre
School District reserves the right to cooperate fully
with local, state, or federal officials in any investiga-
tion concerning or relating to any mail transmitted on
the system. Privacy is not guaranteed. Electronic mail
correspondence may be a public record and may be
subject to public inspection under C.R.S. 24-72-203.

Disk Usage
Network storage is provided to members for educa-
tional or business use only. Network storage should
not be used for the storage of personal files. The
system administrators reserve the right to set quotas
for disk usage on the system. Members who exceed
their quota will be advised to delete files to return
to compliance. Members may request that their disk
quota be increased by submitting a request via elec-
tronic mail to helpdesk@psdschools.org stating the
need for the quota increase. Members who remain in
noncompliance of disk space quotas may have their
files removed by a system administrator.

Security
Security on any computer system is a high priority,
especially when the system involves many users. If
members believe they can identify a security prob-
lem on the PSD network, they must notify a system
administrator or send mail to helpdesk@psdschools.
org. The member should not demonstrate the prob-

lem to others. Members may not let others use their
account and/or password. Passwords to the system
should not be easily guessed by others, nor should
they be words which could be found in the dictionary.
Administrators of the network may impose additional
password requirements as necessary. Attempts to log
in to the system using another member’s account or
as a system administrator will result in termination
of the account. Members should immediately notify
a system administrator (helpdesk@psdschools.org) if
their password is lost or stolen, or if they have reason
to believe that someone has obtained unauthorized
access to their account. Any member identified as
a security risk or having a history of problems with
other computer systems may be denied access to the
PSD network.

Vandalism
Vandalism will result in cancellation of access privi-
leges and possibly other disciplinary and/or legal ac-
tion. Vandalism is defined as any malicious attempt to
harm, destroy, or impair access to data or equipment
on the PSD network, or any of the other networks
that are connected to the internet. This includes, but
is not limited to, the creation or uploading of comput-
er viruses, the use or possession of programs designed
to circumvent computer security, and the launching
of “denial of service (dos)” attacks.

Termination or Suspension of Access
In the case of student violations of the Terms and
Conditions, a system administrator may immediately
suspend a student’s access to the system and refer the
matter to the school administration for disposition
under the District Code of Conduct. In the case of
employee violations of the Terms and Conditions, a
system administrator may immediately suspend the
employee’s access to the system and refer the matter
to the employee’s supervisor for disposition under
district policies. Accounts which are inactive for
more than 30 days may be removed along with that
member’s files without notice given to the member.
Accounts of students no longer enrolled or staff no
longer employed with PSD will be disabled.

Enforcement Provisions
In order to ensure adherence to the Terms and Condi-
tions, the system administrators reserve the right
to monitor all activity on the system and to inspect
files, including Mail, stored in the system. Privacy is
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not guaranteed. System administrators also reserve
the right to remove any files stored on the system in
violation of the terms and conditions.

Other Provisions
The Terms and Conditions shall be interpreted,
construed, and enforced in all respects in accordance
with the laws of the State of Colorado. Each party
irrevocably consents to the jurisdiction of the courts
of the State of Colorado and the federal courts situ-
ated in the State of Colorado, in connection with any
action to enforce the provisions of the Terms and
Conditions, to recover damages or other relief for
breach or default under the Terms and Conditions,
or otherwise arising under or by reason of the Terms
and Conditions. For students, the Terms and Condi-
tions shall be used in conjunction with the District’s
Code of Conduct and discipline policies of individual
school buildings. Individual schools may choose to
have additional rules and regulations pertaining to
the use of networked resources in their respective
buildings. The Board policies that address Educa-
tional Technology and Information Literacy issues are
accessible on our web page at http://www.psdschools.
org/psdinfo/policies.aspx

Policies Related to
Libraries
Resource Centers / Media Technology 
Centers/School Library (IJNC)
The Board of Education recognizes the right of
students, teachers, paraprofessional staff, and the ad-
ministration to reasonable access to the school library
media technology center materials, equipment, time,
facilities, and staff to achieve optimum benefits for
educational purposes. To that end, it directs the Dis-
trict Media Technology Center to assist school sites in
planning and implementing methods by which great-
est access is ensured. Each school site shall have an
instructional media technology program which serves
as a major resource for the school’s total educational
program. The District Media Technology Center shall
maintain appropriate central collections which serve
as resources for the district curriculum. The district
media technology program shall be staffed by media
technology specialists whose responsibilities shall
extend beyond organization and maintenance of a
materials collection. Included shall be responsibility

for planning cooperatively with students and teach-
ers, giving leadership in using media and technol-
ogy, and teaching the information literacy skills as
outlined in the Colorado State Library’s Information
Literacy Guidelines and in the district’s library media
and technology curriculum. The program shall assist
with liaison between the school and the materials,
facilities, and human resources of the community.

Adopted: April 1972
Revised: August 1975
Revised: August 1978
Revised: August 1981
Revised: August 1982
Revised: August 1988
Revised to conform with practice: May 22, 1995
Revised: November 13, 1995

CROSS REF:
IJL, Library Materials Selection and Adoption

Policies Related to
Collection Development
and Reconsideration
Library Materials Selection and Adoption 
(IJL)
The Poudre School District R-1 Library Media Tech-
nology Centers shall provide a comprehensive col-
lection of resources in a variety of formats designed
to support and enrich the curriculum and to meet
the educational needs and interests of students and
staff. Furthermore, the school district endorses the
American Library Association Library Bill of Rights
and the American Association of School Librarians
School Library Bill of Rights for School Library Media
Programs, and all media center materials, both print
and nonprint, will be selected in accordance with the
philosophies of these two documents. In a free and
democratic society, access to information is a funda-
mental right of citizenship.

Media selected shall meet the objectives of the educa-
tional program with these criteria in mind:

• 	 Implementing and enriching the curriculum
• 	 Helping students develop skills in accessing and

using information
• 	 Helping students develop a personal code
• 	 Stimulating students’ imagination, creativity, and

vision by providing for individual inquiry
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• 	 Encouraging critical thinking and
• 	 Giving pleasure during leisure hours.

At the building level, the principal delegates the re-
sponsibility for selection of library media and tech-
nology center materials to certificated media center
personnel. The media specialist encourages and coor-
dinates the recommendations for selection of media
center materials made by teachers, administrators,
students, and site teams, but the responsibility for the
selection decision will rest with the media specialist
using professional collection development criteria.

Media collections may include controversial sub-
jects. Consideration shall be given to each item. If
the language and/or occurrence of sex or violence are
necessary for and development of a plot in fiction or
for accurate reporting in nonfiction, such media may
be acquired provided the treatment or inclusion is not
purposefully or sensationally exploited.

Videos which are rated shall be used under the fol-
lowing criteria:

• 	 Without a curricular objective, no PG-13 videos
shall be shown to students under 13 or R-rated
videos to students under 17.

• 	 No R-rated videos shall be shown to elementary
or junior high students.

• 	 If PG-13 videos are shown to students under
13 or R-rated videos are shown to high school
students under 17 to enhance the teaching of a
curricular objective, signed permission slips shall
be received from the parents/guardians prior to
showing the video.

• 	 No NC-17 or X-rated videos will be shown.

Materials received as gifts shall meet the selection
criteria for new media, and their ultimate use shall
be determined by the media specialist. Any value or
appraisal of such gifts shall be the responsibility of the
donor.

The principles of freedom of expression for all citi-
zens—parents, students, and school personnel—shall
be honored by following this policy when the quality
of content of material is questioned. If a request for
reconsideration is made, Board-adopted policy and
procedures shall be followed.

Adopted: April 1972
Revised: August 1975
Revised: April 1978

Revised to conform with practice: May 22, 1995
Revised: November 27, 1995

LEGAL REF:
C.R.S. 22-32-110(1)(r)

CROSS REFS:
IJ, Instructional Resources and Materials
KEC, Public Concerns/Complaints about Instruc-
tional Resources

Public Concerns/complaints About Instruc-
tional Resources (KEC)
Educational materials which may be deemed by some
as objectionable may be considered by others as hav-
ing sound educational value or worth. Any concerned
District resident or employee of the District may
request reconsideration of educational materials;
however, the challenged material will not be removed
from circulation while the District’s reconsideration
process occurs. The rights of students, parents, and
teachers shall be respected. If complaints arise re-
garding educational materials, subject matter, or pro-
grams aired on the District’s television station(s), they
shall be handled by a fair and orderly process within
a reasonable period of time. District personnel or the
Board of Education, individually or collectively, who
receive complaints shall not give formal consideration
to such complaints until they have been addressed in
the following manner:

1.	 If the complaint is lodged directly with the media
specialist or a classroom teacher, an immediate
dialogue between the teacher and the complain-
ant is encouraged with the hope that the concern
may be resolved at that level with no further ac-
tion necessary.

2.	 If the complaint is lodged with other than the me-
dia specialist or classroom teacher or an adminis-
trator, the matter shall be referred immediately to
the media specialist or classroom teacher and the
building principal.

3.	 The first effort of a principal or other admin-
istrator in dealing with a complaint shall be to
allow the media specialist or classroom teacher
involved to seek resolution of the concern with
or without the involvement of the principal as
circumstances may indicate.

4.	 The District Media and Technology Support Cen-
ter shall be notified of all requests for reconsid-
eration regarding educational materials and may
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assist the media specialist or classroom teacher
and/or principal by providing review and selec-
tion information.

5.	 If attempts at informal resolution of the com-
plaint are unsuccessful, the complainant shall
fill out the reconsideration form provided by
the District, after which a hearing shall be held
involving the complainant, the media special-
ist or classroom teacher, the principal or other
administrators, and other appropriate parties.
Every reasonable effort shall be made to settle the
matter at this level.

6.	 If further consideration is necessary, the com-
plaint shall be referred to the assistant superin-
tendent for instructional services, and a decision
shall be made as to whether temporary restric-
tions shall be placed on the use of the materials or
subject matter pending resolution of the concern.

7.	 The assistant superintendent for instructional
services shall select and chair a committee in-
cluding appropriate representation of teachers,
administrators, media specialists, and parents
or other citizens. This committee shall hear all
parties involved in the complaint and render to
the complainant its decision in writing within 10
school days following the hearing.

8. 	 The complainant shall be informed that any
further consideration of the matter shall require
arrangement with the superintendent, who will
make final determination.

Textbooks or supplementary text materials previously
approved by the Board shall not be included in these
procedures but shall be referred to the appropriate in-
structional improvement committee which shall make
recommendations through the action review commit-
tee to the Board concerning their continued use.

Adopted: April 1972
Revised: August 1975
Revised: April 1978
Revised: August 1981
Revised: January 1982
Revised: May 1988
Revised to conform with practice: May 22, 1995
Revised: November 27, 1995
Revised: October 11, 2004

CROSS REFS:
IJ, Instructional Resources and Materials
IJJ, Textbook Selection and Adoption
IJL, Library Materials Selection and Adoption

Policy Related to Copyright

Copyright Compliance (EGAD)
It shall be the policy of the Board to comply with
the 1976 copyright law, Title 17 U.S. Code, and with
all guidelines and additions to the law. All district
employees shall be expected to adhere to the provi-
sions of the law, rules, and regulations concerning the
use of copyrighted materials in all areas (e.g. print,
computer software, audiovisual materials, music,
electronic data, etc.)

The district will also comply with Public Law 96-517,
which grants the owner of a computer program the
right to copy for archival purposes only (i.e. to serve
as a backup in case the original is lost or destroyed),
and to the guidelines pertaining to off-air taping for
educational purposes set forth in the “Congressional
Record” in October 1981 by Congressman Robert
Kastenmeier, Chairman of the House of Representa-
tives Judiciary Subcommittee on Courts, Civil Liber-
ties, and Administration of Justice.

School employees who violate the copyright law or
these regulations are liable for their own actions. Le-
gal or insurance protection of the district shall not be
extended to employees who violate copyright laws.

There shall be made available at the district level, as
well as at the respective building levels, information
on copyright infringement and “fair use” guidelines.
To provide direction in determining “fair use” copy-
ing, the district will utilize “Copyright: Guidelines for
the Use of Copyrighted Materials,” which is produced
by the Director of Media Technology, or a designee,
and distributed to each school principal and media
specialist. The building principal or district-level
program director shall be responsible for establish-
ing practices which will enforce this policy and the
procedures outlined in “Copyright: Guidelines for Use
of Copyrighted Materials” at each location.

Notices are required under the copyright law and
shall be used in the school district:

• 	 Notices shall be posted at all photocopy ma-
chines stating: “NOTICE: The copyright law of
the United States (Title 17 U.S. Code) governs the
making of photocopies or other reproductions of
copyrighted material. The person using the equip-
ment is liable for any infringement.”

• 	 Notices shall be posted in school media centers
and other areas with audio, video, or computer
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equipment stating: “NOTICE: The copyright law
of the United States (Title 17 U.S. Code) gov-
erns the making of reproductions of copyrighted
material. The person using the equipment is liable
for any infringement.”

Adopted: March 1986
Revised: May 1988
Revised: November 27, 1995

LEGAL REFS:
17 U.S.C. 101, et. seq.

“Agreement on Guidelines for Classroom Copying
in Not-for-Profit Educational Institutions,” 3/19/76,
printed as H.R. Rep. No. 1476, 94th Cong., 2d Sess. 81
(1976)

CONTRACT REF:
Employee Agreement, Guideline Ah030--Copyright
Policy

Policies Related to the
Use of Technology
Computerized Data Systems (EHA-R)

Scope And Definition
The district’s computer facilities administered by
Information Systems may be used and accessed only
in the performance of official and approved assign-
ments. All other use is prohibited. Violations of this
regulation may result in disciplinary action.

This regulation covers all Information Systems em-
ployees and all other Poudre School District em-
ployees who use computer services or information
administered by Information Systems.

Data and information housed on the district’s elec-
tronic communication systems may be accessed and
used only in the performance of official and approved
assignments. All other use is prohibited.

This regulation applies to all data and programs main-
tained, sorted, or created within the jurisdiction of
the data processing functions of Information Systems,
to include:

1. 	 Batch, remote, and on-line application computer
systems and associated data

2. 	 Computer application software, database, librar-
ies, datasets, or utility programs and

3. 	 Computer operating systems software, datasets,
libraries, or utility programs.

Procedures
This regulation, and all supporting standards, pro-
cedures, and guidelines issued in support of this
regulation, will serve as an adequacy standard for
data security safeguards and will serve as the basis on
which periodic audits will be conducted by Infor-
mation Systems personnel of data use and program
libraries. Information Systems personnel will conduct
periodic reviews and audits of security measures and
controls with the assistance of representatives from
other departments as necessary.

Tapes containing backup of the electronic mail system
shall be erased and re-used after 30 days.

The chief information officer shall administer the
overall computer center security program, shall
continue to develop and improve the physical security
system, and shall continue to develop and imple-
ment a program of data and program security. The
chief information officer or designee shall perform an
ongoing review of data security in light of technical
changes that may arise and shall receive the support
necessary from all district staff in carrying out associ-
ated responsibilities.

Security Agreement
All users of the district’s central computer systems
shall read and sign the appropriate security agree-
ment forms affirming compliance with the regulations
and agreeing to report any violations of the regula-
tions. Use of the district’s central computer and as-
signments of access privileges and passwords will be
contingent upon signing the application form. Refusal
to sign terminates an individual’s privilege to use the
district’s central computer and all applications and
software.

Information Systems Staff
1. 	 Use of the district computer is limited to ap-

proved work assignments.
2. 	 Access to and maintenance of data is strictly

limited to the current work assignment. Access-
ing data for which there is no legitimate business
necessity is forbidden. Disclosure of information
may not occur either intentionally or inadver-
tently.
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3. 	 Any private or secure information is to be safe-
guarded at all times. Data containing secure or
private information is to be locked in a safe area
or securely stored until it can be disposed of. Pri-
vate or secure information is defined as any such
information designated as such by the chief in-
formation officer or designee or any information
which discloses identifiable data of any variety of
an employee or student.

4. 	 Individual program libraries may contain only
material related to the current assignment and
associated programming tools and utilities.

5. 	 Passwords are not to be shared, and passwords
for production systems should not be used by
anyone other than the authorized user.

6. 	 Any infraction of this regulation is to be reported
immediately to the chief information officer for
action.

7. 	 Computer-generated reports or displays are not
to be released outside of the district except as
provided for in district policies, regulations, or
procedures or by approval of the superintendent
of schools or designee.

User Departments
A user department can access only those portions of
the computer files that contain information required
for the normal performance of assigned duties of the
department/school. Access to the district informa-
tion systems computer files is controlled by security
codes that must be entered at a computer monitor.
Knowledge of and assignment of these codes is closely
controlled by Information Systems. Users will con-
sider assigned passwords as confidential information
that must be protected and not shared with others.

Users may access information outside of their area of
direct responsibility only when they have been grant-
ed express permission by the department responsible
for the data and only for the purposes and timeframe
granted in that authorization. Other staff who are
granted permission to use the district’s computer are
subject to all of the above requirements.

Central Office Computer Room Security
Access to the computer room in the Support Services
Center is restricted to those personnel needed to
operate the equipment, supervise the operation, or
perform maintenance on the equipment. Unauthor-

ized personnel will not be permitted in the computer
room except when permission has been obtained
from the chief information officer or designee.

Data Security
Access to computer data, stored within all com-
puter systems, will be strictly controlled for security.
Information Systems is responsible for maintaining
security through procedures approved by the outside
agency auditors. Data will be controlled by Board of
Education policies and state and federal statutes.

1. 	 Individuals desiring to receive reports must sub-
mit their requests to Information Systems. The
requester must establish the “need to know” to
the satisfaction of Information Systems.

2. 	 Disposal of reports, after their usefulness, will be
determined by the district’s Records Center.

3. 	 Determining who will have on-line access to in-
formation will be a joint responsibility for Infor-
mation Systems and the department responsible
for the data.

4. 	 Each department head/site manager is respon-
sible for notifying Information Systems whenever
there is a change of job status of an individual
having an account and a password for on-line ac-
cess to data.

5. 	 An audit of security procedures will be performed
periodically by an outside auditing agency.

E-mail Privacy and Ethics
Electronic mail (e-mail) is a very useful tool for
performing district duties. However, the user must
understand the nature of e-mail and use it wisely to
avoid unpleasant consequences.

1. 	 Facts of E-mail Privacy
	 E-mail is not exactly like a phone call. More infor-

mation, including copies of the content of mes-
sages, is routinely recorded about an individual’s
use of e-mail than about an individual’s use of the
telephone. Moreover, a broader, less controlled
set of people have access to that information.
E-mail is not like a letter in an envelope. The con-
tents of a message are out in the open, and there
is no easy way to mark a message as confidential.
E-mail is most like a postcard. The contents of an
e-mail message may be viewed during the mailing
process. If it is inadequately addressed, or if there
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is a problem with routing equipment, a “postmas-
ter” may read the message and try to redirect it
accordingly. The message may be delivered to the
wrong address. The message can be forwarded or
printed. The message will probably be stored in
user directories or in the directories of the person
who receives the message and on system back-up
tapes which may be retained for specified periods
of time.

	 The user must keep this picture of e-mail in
mind when composing e-mail messages. Noth-
ing should be put in an e-mail message that an
individual would not want posted on a bulletin
board or used in a lawsuit or shared with the
wrong person. Careful, professional, and courte-
ous language should be used.

	 The technology of the district’s e-mail system is
constantly being upgraded. Over time, the techni-
cal ability to ensure privacy of e-mail communi-
cation will increase. But it is best to assume that
e-mail is a public medium and to avoid using it
for confidential communication.

2. 	 Ethics
	 The district’s e-mail system is developed and

maintained to accomplish district work and
should be used for district academic pursuits and
district-related administrative tasks. All appli-
cable guidelines and policies must be adhered to
strictly.

	 It is a violation of district policy to use the e-mail
system to transmit documents, software, or other
information protected by copyright laws.

	 A minimal amount of e-mail use for personal
communication not directly related to district
business is acceptable. E-mail correspondence
may be a public record and may be subject to
public inspection under C.R.S. 24-72-203.

	 The district’s e-mail system may not be used for
personal gain, to send “junk” mail, or to send
random mail.

Approved: January 27, 1997

LEGAL REF:
C.R.S. 24-72-203

Policies Related to
Student Use of Technol-
ogy Including CIPA Lan-
guage And Acceptable Use
Agreement
Student Access To Networked Information 
Resources (IJNDA)
Telecommunications, electronic information re-
sources, and networked services alter information
access by opening the classrooms to a broad array of
resources. Other instructional and library media ma-
terials are subject to selection criteria consistent with
district-adopted policies; however telecommunica-
tions, because they may lead to any publicly available
file server in the world, open classrooms to electronic
information resources which have not been screened
by educators for student use. The Board supports
access by students to appropriate electronic informa-
tion resources. The director of media and technology,
or designee, along with building media specialists,
shall provide guidance and instruction to staff on how
to assist students in analyzing and evaluating these
resources for appropriate use throughout the curricu-
lum. In order to help ensure that district technology
is used appropriately and responsibly by students,
content filtering measures that restrict student access
to material that is obscene or otherwise inappropri-
ate, in accordance with applicable law, have been
implemented.

The director of media and technology and the chief
information officer, or designee, shall develop rules,
regulations, guidelines, and procedures for the use
of networked resources. Students are responsible for
proper use of school computer networks and shall
follow established rules, regulations, guidelines, and
procedures.

Student use of the internet and electronic commu-
nications through district technology is a privilege,
not a right. General policies and regulations in the
Student Rights and Code of Conduct governing stu-
dent behavior apply to such internet and electronic
communications use. Students and their parents/
guardians shall be required to sign the district’s ac-
ceptable use agreement before internet or electronic
communications accounts shall be issued and access
is allowed. Failure to comply with the terms and con-
ditions of use specified in this policy IJNDA and in
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regulation IJNDA-R may result in the student’s loss of
the privilege to use the district’s technology, as well as
subject the student to disciplinary action and/or legal
action. Parent/guardian requests that their child not
be allowed independent use of specified networked
technology resources, such as the internet, may be
submitted in writing to the principal of their child’s
school.

Adopted: December 11, 1995
Revised: April 8, 1996
Revised: January 27, 1997
Revised: June 22, 1998
Revised: October 11, 2004
Revised: June 13, 2005

Student Access to Networked Informa-
tion Resources (IJNDA-R)
In order to provide for the appropriate use of the PSD
network and internet and in keeping with Board of
Education policy, the following “PSD Network Terms
and Conditions” have been developed. All use of
the PSD network must comply with these terms and
conditions.

PSD Network Terms and Conditions
(version 5.0, revised January 20, 2004)

General Information
The Poudre School District network (“the network” or
“the system”) is a system of local-area and wide-area
network services provided by Poudre School District
(PSD) which also connects PSD facilities to the inter-
net. Usage of all devices connected to any network
in Poudre School District is covered by these Terms
and Conditions. The use of this service is under the
direction of the director of media and technology, the
chief information officer, and designees. The system
administrators of the PSD network are employees of
Poudre School District and reserve the right to moni-
tor all activity on the system. Members will be given a
username, personal e-mail address, and password. Al-
though called a member “account,” there are currently
no charges to members for system usage.

Because of the complex association between govern-
ment agencies and networks, the end user of any of
these networks must adhere to strict guidelines. They
are provided here so that members and the parents
of members who are under 18 years of age are aware

of their responsibilities. PSD network administrators
may modify these rules at any time by publishing the
modified rule(s) on the PSD web site at www.psd-
schools.org.

Information Content and Uses of the System
Members agree not to publish on or over the PSD
network any information which violates or infringes
upon the rights of any other person or any informa-
tion which would be abusive, profane, or sexually of-
fensive to a reasonable person, or which, without the
approval of the system administrators, contains any
advertising or any solicitation of other members to
use goods or services. Members agree not to use the
facilities and capabilities of the network to conduct
any business or activity or solicit the performance of
any activity which is prohibited by law.

Because the PSD network provides, through connec-
tion to the internet, access to other computer sys-
tems around the world, members [and the parent(s)
of members if members are under 18 years of age]
specifically understand that the system administra-
tors and Poudre School District do not have control
of the content of the information residing on these
other systems. Members and the parents of members
who are under 18 years of age are advised that some
systems may contain defamatory, inaccurate, abusive,
obscene, profane, sexually oriented, threatening, ra-
cially offensive, or illegal material. Poudre School Dis-
trict and the system administrators do not condone
the use of such materials and do not permit usage of
such materials in the school environment. Students
who knowingly bring such materials into the school
environment will be dealt with according to the dis-
cipline policies of the individual school building and
Poudre School District, and such activities may result
in termination of their access to the system.

Poudre School District and the system administra-
tors do not warrant that the functions or services
performed by or that the information or software
contained on the System will meet the member’s
requirements or that the operation of the system will
be uninterrupted or error-free or that defects in the
system will be corrected. The PSD network is provid-
ed on an “as is, as available” basis. PSD does not make
any warranties, express or implied, including, with-
out limitation, those of merchantability and fitness
for a particular purpose, with respect to any services
provided by same and any information or software
contained therein.
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Third-party Supplied Information
Opinions, advice, services, and all other information
expressed by members, information providers, service
providers, or other third-party personnel on the PSD
network are those of the provider and not of Poudre
School District. Members are urged to seek profes-
sional advice for specific individual situations.

Members may use the PSD network to order services
or merchandise from other members or from agen-
cies not affiliated with PSD (“Seller”). All matters
concerning the merchandise and services ordered
from Seller including but not limited to purchase
terms, payment terms, warranties, guarantees, main-
tenance, and delivery, are solely between the Seller
and the member. PSD makes no warranties or rep-
resentations whatsoever with regard to any goods or
services provided by Sellers. Poudre School District
or the system administrators shall not be a party to
such transactions or be liable for any costs or damage
arising out of, either directly or indirectly, the actions
or inactions of Sellers.

Updating Member Account Information
PSD network administrators may occasionally require
new registration and account information from mem-
bers to continue the service. Members must notify the
technology help desk (helpdesk@psdschools.org) of
any changes in account information (address, phone,
name, school enrollment, etc.).

On-line Conduct
Any action by a member that is determined by a
system administrator to constitute an inappropri-
ate use of the PSD network or to improperly restrict
or inhibit other members from using and enjoying
the network is strictly prohibited and may result in
termination of an offending member’s access. Mem-
bers specifically agree not to store, submit, publish,
print, or display on or through the PSD network
any defamatory, abusive, obscene, profane, sexually
oriented, threatening, racially offensive, illegal, or
deliberately inaccurate material; nor shall members
provide direct links to such materials or encourage
the use of controlled substances. Transmission of
material, information, or software in violation of any
local, state, or federal law is prohibited and is a breach
of the Terms and Conditions.

Members specifically agree to indemnify Poudre
School District, its officers and employees, and the

system administrators for any losses, costs, or dam-
ages, including reasonable attorneys’ fees incurred
by Poudre School District, its officers and employees,
and the system administrators relating to, or arising
out of any breach of the terms of these Terms and
Conditions by members.

Members are advised against publication of personal
information on the PSD network which may make
them vulnerable to harassment from other internet
users. No member shall publish personal information
about others on the network without their approval
and parental approval if the individual is under 18
years of age.

Commercial uses of the PSD network are strictly pro-
hibited unless written consent from the chief infor-
mation officer has been granted.

Copyrighted Material
Copyrighted material must not be placed on any
system connected to the PSD network without the
copyright owner’s permission. Only the owner(s)
or persons they specifically authorize may upload
copyrighted material to the network. Members may
download copyrighted material for their own use.
Members should understand that materials devel-
oped, displayed, or contributed to the system as part
of a school project, or which use any district resourc-
es in their development, become the property of the
school district and not the property of any individual
contributors to these projects.

Licensed Software
It is the policy of Poudre School District that all
software installed on district computers be legally
licensed. Members of the PSD network agree to in-
stall and use software only in accordance with license
agreements. Members learning of any misuse of
software within the district shall notify a responsible
party. Poudre School District does not condone the
illegal duplication or distribution of software. Accord-
ing to applicable copyright law, persons involved in
the illegal reproduction or distribution of software
may be subject to civil damages and criminal penal-
ties including fines and imprisonment. Members that
make, acquire, distribute, or use unauthorized copies
of computer software are subject to district disciplin-
ary action.
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Non-PSD Owned Equipment
Use of non-PSD owned equipment on the PSD
network may cause unacceptable security risks and
support issues. Members shall not connect or allow
others to connect non-PSD owned equipment to the
network except with specific written permission from
the chief information officer. Non-PSD owned equip-
ment will not be supported by PSD staff. Information
technology technicians are authorized to remove and/
or confiscate any non-PSD owned equipment con-
nected to the PSD network without notice. Software
licensed by PSD may not be installed on non-PSD
owned computers unless specifically allowed by the
software publisher’s license agreement.

Public Posting Areas
Public posting areas (bulletin boards, message boards,
forums, usenet groups) contain messages that are
posted from systems connected to the internet
around the world. PSD network system administra-
tors have no control over the content of messages
posted from these other systems. To support the
curriculum needs of the school district, message
boards may be hosted on the local system. The system
administrators, at their sole discretion, may remove
messages posted locally that are deemed to be unac-
ceptable or in violation of the Terms and Conditions.
The system administration, at their discretion, further
reserve the right to immediately terminate the ac-
count of a member who misuses public posting areas.

Real-time Interactive Communications
Real-time interactive communication may cause net-
work security problems, use excessive network band-
width, and expose members to personal safety risks.
Use of the PSD network to access instant messaging,
“chat rooms,” on-line games, and other multi-user
real-time communications is prohibited without spe-
cific prior permission from a system administrator.
The system administrators, at their sole discretion, re-
serve the right to immediately terminate the account
of a member who fails to abide by this restriction.

Electronic Mail
Electronic mail is a personal electronic message sent
by or to a member in correspondence with another
person having internet mail access. Messages received
by the PSD system are retained on the system until
deleted by the recipient. Members are expected to

remove old messages in a timely fashion, and the
system administrators may remove such messages if
not attended to regularly by the member. The pass-
ing of chain letters via mail is specifically prohibited.
Any mail messages may be monitored or inspected
by the system administrators, although the system
administrator will not normally inspect the contents
of mail sent by one member to an identified addressee
or disclose such contents to other than the sender
or an intended recipient without the consent of the
sender or an intended recipient, unless required to do
so by law or policies of Poudre School District, or to
investigate complaints regarding mail which is alleged
to contain defamatory, abusive, obscene, profane,
sexually oriented, threatening, racially offensive,
illegal, or deliberately inaccurate material. Poudre
School District reserves the right to cooperate fully
with local, state, or federal officials in any investiga-
tion concerning or relating to any mail transmitted on
the system. Privacy is not guaranteed. Electronic mail
correspondence may be a public record and may be
subject to public inspection under C.R.S. 24-72-203.

Disk Usage
Network storage is provided to members for educa-
tional or business use only. Network storage should
not be used for the storage of personal files. The
system administrators reserve the right to set quotas
for disk usage on the system. Members who exceed
their quota will be advised to delete files to return
to compliance. Members may request that their disk
quota be increased by submitting a request via elec-
tronic mail to helpdesk@psdschools.org stating the
need for the quota increase. Members who remain in
non-compliance of disk space quotas may have their
files removed by a system administrator.

Security
Security on any computer system is a high priority,
especially when the system involves many users. If
members believe they can identify a security prob-
lem on the PSD network, they must notify a system
administrator or send mail to helpdesk@psdschools.
org. The member should not demonstrate the prob-
lem to others. Members may not let others use their
account and/or password. Passwords to the system
should not be easily guessed by others, nor should
they be words which could be found in the dictionary.
Administrators of the network may impose additional
password requirements as necessary. Attempts to log
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in to the system using another member’s account or
as a system administrator will result in termination
of the account. Members should immediately notify
a system administrator (helpdesk@psdschools.org) if
their password is lost or stolen, or if they have reason
to believe that someone has obtained unauthorized
access to their account. Any member identified as
a security risk or having a history of problems with
other computer systems may be denied access to the
PSD network.

Vandalism
Vandalism will result in cancellation of access privi-
leges and possibly other disciplinary and/or legal ac-
tion. Vandalism is defined as any malicious attempt to
harm, destroy, or impair access to data or equipment
on the PSD network, or any of the other networks
that are connected to the internet. This includes, but
is not limited to, the creation or uploading of comput-
er viruses, the use or possession of programs designed
to circumvent computer security, and the launching
of “denial of service (DOS)” attacks.

Termination Or Suspension Of Access
In the case of student violations of the Terms and
Conditions, a system administrator may immediately
suspend a student’s access to the system and refer the
matter to the school administration for disposition
under the district Code of Conduct. In the case of
employee violations of the Terms and Conditions, a
system administrator may immediately suspend the
employee’s access to the system and refer the matter
to the employee’s supervisor for disposition under
district policies. Accounts which are inactive for
more than 30 days may be removed along with that
member’s files without notice given to the member.
Accounts of students no longer enrolled or staff no
longer employed with psd will be disabled.

ENFORCEMENT PROVISIONS

In order to ensure adherence to the Terms and Condi-
tions, the system administrators reserve the right
to monitor all activity on the system and to inspect
files, including mail, stored in the system. Privacy is
not guaranteed. System administrators also reserve
the right to remove any files stored on the system in
violation of the terms and conditions.

Other Provisions
The Terms and Conditions shall be interpreted,
construed, and enforced in all respects in accordance
with the laws of the State of Colorado. Each party
irrevocably consents to the jurisdiction of the courts
of the State of Colorado and the federal courts situ-
ated in the State of Colorado, in connection with any
action to enforce the provisions of the Terms and
Conditions, to recover damages or other relief for
breach or default under the Terms and Conditions,
or otherwise arising under or by reason of the Terms
and Conditions. For students, the Terms and Condi-
tions shall be used in conjunction with the school
district’s Code of Conduct and discipline policies
of individual school buildings. Individual schools
may choose to have additional rules and regulations
pertaining to the use of networked resources in their
respective buildings.

Revised: June 22, 1998
Reviewed: October 11, 2004
Revised: May 19, 2005

Policy for Teaching with
Technology
Use of Technology Resources in Instruction 
(IJNDB) (Technology Usage)
Technologies will impact instruction in two ways:

1. 	 The teaching of traditional subjects; and
2. 	 The teaching of skills necessary to use new tech-

nologies.

The teaching of traditional subjects with new tech-
nologies is part of an ongoing process to find the
best media for specific instructional activities. In
addition to the district’s regular resources for com-
puter software, any teacher may request commercial
software for preview through the Media/Technology
Services. Whenever possible, these materials should
be evaluated by at least three teachers. If a majority
of previewers recommends purchase of the software,
the appropriate study committee must identify the
portion of the curriculum enhanced by the software.
Preview procedures for emerging technology materi-
als would parallel this procedure.

Purchases of software and hardware should be in
compliance with the district’s hardware and software
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standards or should provide functionality not avail-
able through any of the district’s current standards.
Purchases of hardware and software should be sup-
ported by one or more of the following criteria:

• 	 Has high correlation to curriculum
• 	 Complements district’s goals--both instructional

and technological
• 	 Affords easy replication of the implementation in

other buildings or areas
• 	 Involves a large number of students for a substan-

tial period of time
• 	 Utilizes funds from other sources
• 	 Involves a large number of staff as opposed to an

individual staff project
• 	 Enhances teacher/student interaction
• 	 Provides compatibility with existing technologies
• 	 Provides functionality not attained in current

district standards
In some cases, the teaching of skills necessary to
use new technologies may need to be added to the
curriculum. This is true when the social impact of a
technology is so significant that students need these
skills to successfully function in society. The teaching
of these skills should be integrated into the existing
curriculum.

Adopted: January 27, 1997

Policies Related to Audio
Visual/Television
Instructional Television Policy (IJNDC)
The Board of Education recognizes the educational
and communications potential that district cable
television and the designated educational channel(s)
provide the students. The director of media and tech-
nology, or designee, shall develop rules, regulations,
guidelines, and procedures for the use of instructional
television. Non-school district agencies, organiza-
tions, or individuals may participate in programming
only at the invitation of the district. In all cases, ac-
cess to the school district cable facilities and pro-
gramming capabilities will be limited to individuals,
groups, and/or organizations whose stated purposes
are consistent with Board policy and implementing
guidelines.

Should a disagreement arise respecting use of school
district cable facilities, the superintendent will make
the final determination.

Adopted: December 11, 1995

Our policies are written to encourage the use of
information and technology with academic freedom
while protecting our students and the security of our
systems.

We currently have a committee that is working with
our security resource officers from the Fort Collins
Police Department to implement an Internet Safety
curriculum. We plan use components from two na-
tionally developed programs.

We also need to develop policies related to student
use of personal technology, such as cell phones, cam-
eras, MP3 players, and personal computers.
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District Media & Instructional Technology  
Resources for the Principal

For general information call 490-3631 . To speak to the director, call 490-3630 .

Teacher Resource Center
Located in the Information Technology Center, 
this work area for teachers and staff has over 
one hundred Ellison dyes that can be used to 
cut out figures, numbers and letters for bul-
letin boards, book marks and other uses; three 
laminators; plastic binder for notebooks; color 
copy machine; poster/banner printer; book 
selection materials; and a wonderful working 
space . It is available from 7:00 am – 4:30 pm . 
Call 490-3632 if you need the laminator turned 
on, or just drop in .

Video Production
Channel 10 is PSD’s educational channel, air-
ing locally produced and national educational 
programming seven days a week, 24 hours per 
day . They are able to host classes in our studio, 
do satellite downlinks, assist you with video 
productions, video set ups for your building, 
teach classes, duplicate videos, DVDs, and 
audio tapes, and provide equipment for and 
assistance with video editing . Call 490-3640 for 
any questions you have about Channel 10 or 
video production .

Instructional Technology
Each building must have an information lit-
eracy and technology plan on file in order to 
spend mill levy and bond money . For help with 
your plan, assistance with technology training 
or general question about instructional tech-
nology, call 490-3436 . 

Research & Library Assistance
Whether you are looking for information for 
your site or for your own professional develop-
ment, you can use our membership to Edu-
cational Research Services for materials . Call 
490-3635 and request a packet of information 
from ERS on your topic . To seek information 
on your own, access databases through our 
library web page at http://library .psd .k12 .co .us/ 
under Online Databases . EBSCO host has a 
professional collection that is especially useful 
for educators . If accessing from home, use the 
following logins and passwords:

Database Login Password 
EBSCO: poudrsch poudre  
Galenet: poudre poudre 
Rocky Mtn . PBS: rmpbs50 celebrate 
World Book: poudre  poudre 
United Streaming: call for log in

To access our audiovisual collection, which 
contains many videos of interest to staff, select 
PSD AV Library from the library page . You may 
book online or call 490-3635 to have someone 
book something for you . 

The District Professional Library keeps back 
copies (for the last five years) of:  ASCD, ERS 
and PDK publications .



�22 Libraries Today: A Principal’s Leadership Guide September 2006

Section �: Helpful Resources

Graphic Services
For assistance with letterhead and business 
cards, publication layout, school brochures and 
web design, call 490-3512 . Graphic Services 
produces print and web documents that have 
district-wide impact and provides assistance 
with school-specific projects . Because they 
work with print vendors a lot, they can help 
you get the best printing prices for the projects 
you have .

Hands-On Science Center
 For elementary teachers needing to reserve 
FOSS kits or have assistance with the FOSS 
hands-on science materials, call 490-3686 .

Textbook Management
For additional textbooks for your students or 
teachers, or to have assistance using the Text-
book Circulation System which tracks textbook 
checkout online, call 490-3661 .

Library Technical Services
Processes library books for all schools . Main-
tains the Library Automation System . For as-
sistance, call 490-3638 .

Our goal is to serve you, your teachers, your 
staff and students. If there are other services you 
would like to see offered, please let us know. 
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Online Learning Options for  
Poudre School District Students

Ben Johnson – Instructional Technology Coordinator 
benj@psdschools .org

PSD’s Virtual High School
• Online courses for secondary students who 

have fallen through the cracks of traditional 
classrooms .

• Courses are created by Class .com . Class .
com grew from a research and develop-
ment project at the University of Nebraska, 
aimed at applying research about cognition 
and learning to creating a curriculum for 
students who are under served in traditional 
settings .

• Students work online in a PSD teacher-di-
rected environment . Eighty-three courses 
available—about thirteen are being used .  

• Offered at all PSD high schools . Success 
hinges on the school’s VHS coordinator .

• VHS helps increase student retention and 
graduation . Helps prevent students from 
dropping out and saves PPR funding for 
PSD .

• Students benefit from a personal relation-
ship with a teacher who directs learning 
while allowing students to work at their own 
pace .

• Teachers guide students at every step by 
providing individual attention as the student 
progresses at his or her own pace . This is 
not independent study; it is teacher-directed 

learning with the benefit of individual at-
tention from a skilled, certified teacher . The 
pace can be individualized so students work 
as quickly or as slowly as necessary . The 
amount of teacher involvement will vary 
from student to student . Some will work in-
dependently; some will require a great deal 
of attention . The teacher is free to provide 
just the right amount of individual instruc-
tion to each learner, bringing back the joy of 
teaching .

• The role of the teacher is that of a personal 
tutor and mentor, providing individual at-
tention and, when appropriate, organizing 
students for online tutorials via whiteboard 
or directing students to an online discussion 
group . Teachers review progress, respond 
to questions, grade assignments submit-
ted online, and direct learners to additional 
research material .

• Course pacing can be individualized so 
students can work as quickly or as slowly as 
they need . The amount of teacher interven-
tion will also vary for each student . Some 
students can work independently; others 
will need to work directly with the teacher 
every day .

• Class .com courses are delivered to learners 
either at a distance or in a blended learning 
environment that includes some face-to-face 
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instruction . Courses can be accessed by stu-
dents and teachers from any location where 
Internet access is available . The school may 
choose to have continuous open enrollment 
in the online courses or have students start 
at the semester, just like a traditional class-
room .

• Class .com offers comprehensive solutions 
to address alternative and nontraditional 
learning modalities, academic failure, course 
failure, and test failure .

Colorado Online  
(PSD Pilot Program)
• COL provides an instructor for each of its 

courses . In other words, students in COL 
can work from home and get support from 
an online teacher . PSD provides a site co-
ordinator but does not have to spend time 
tutoring the student or grading papers .

• Colorado Online Learning (COL) is accred-
ited by the Commission on International 
and Trans-Regional Accreditation (CITA) 
and The North Central Association Com-
mission on Accreditation and School Im-
provement (NCA CASI) .

• Fifty-three courses are available .

• Most students take one or two courses 
while attending their local school: however, 
full-time programming is also available for 
students .

• Supplement local curriculum with a wide 
variety of courses designed for students in 
all performance ranges; including gifted and 
remedial students .

• Resolve scheduling conflicts .

• Provide make-up credit and summer school 
options .

• Provide coursework for expelled or home-
bound students .

• Schools add or keep courses for which local 
teachers are not available .

• Schools provide all the courses needed to 
meet CCHE’s expanded college admission 
requirements .

Blackboard to Supplement  
Face-to-Face Courses
• Publish classroom notes, study guides, and 

handouts .

• Provide 24x7 access to course materials—
anytime, anywhere .

• Provide students who must miss class with 
easy access to materials .

• Provide a secure place for students to blog 
and journal .

• Give parent access to courses and their 
student’s work .

• Provide self-help or self-improvement quiz-
zes .

• Give students immediate feedback on quiz-
zes and assignments .
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Another Instructional Technology 
Project:  Classroom Response  
Systems
• Involve everyone—CPS facilitates feedback 

from every student . Allow each student to 
participate simultaneously!

• Embarrass no one—CPS allows you to elicit 
a response from every student without em-
barrassing anyone for a wrong answer .

• Reach a new generation—Bridge the genera-
tion gap with technology that is dynamic 
and relevant to today’s young people .

• Capture attention—CPS promotes an 
environment of steady provocation and 
interactive learning . Captivate students for 
the entire class period with eInstruction’s 
interactive pad technology .

Boulder Valley School District has seen a 
significant improvement in CSAP test scores 
among ELL and low performing students in 
classes that use CPS .




