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TECHNOLOGY 
 
The Woodbridge Township Board of Education shall develop a technology plan that effectively uses electronic 
communication to advance and promote learning and teaching.  This system of technology shall be used to 
provide local, statewide, national and global communications opportunities for staff and students.  Educational 
technology shall be infused into the district curriculum to maximize student achievement of the Core 
Curriculum Content Standards.   
 
ACCEPTABLE USE OF THE INTERNET 
 
A. Introduction 
  
 In the academic setting computers are used to support learning, enhance instruction, improve 

communication and access sources of information. It is the general policy of the Woodbridge Township 
School District that all computers, whether in a classroom, lab, or the media center, be used in a 
responsible, efficient, ethical and legal manner (i.e. copyright issues, illegal access to information, illegal 
use of credit cards, etc.) 

 
 Internet access is available to students and teachers in the Woodbridge Township School District. The 

Internet offers vast, diverse, and unique resources to both students and teachers. Our goal in providing 
this service to teachers and students is to promote educational excellence in schools by facilitating 
resource sharing, innovation, and communication. Because access to the Internet provides connections 
to many other computer systems, users (and parents of users) must understand that the Internet is a 
world-wide entity serving a diverse user population. Since there is no organization which oversees the 
various sites, virtually anything can be found on the Internet.  Library media specialists and other 
employees in charge of access to the Internet will make every attempt to monitor student usage while 
developing the information literacy skills of the students; however, the Woodbridge Township School 
District has no control over the information found through the Internet and is not responsible for its 
content, timeliness or accuracy, or suitability for student access. 

 
B. Purpose 
  
 The Internet, a global electronic information infrastructure, is a network of computer networks used by 

educators, business, the government, the military, and countless other organizations. In the Woodbridge 
Township School District the Internet will be used to educate, to access information, to communicate, 
and to develop the information literacy skills needed for further success in post-secondary education and 
the work place. 

  
 As a learning resource the Internet is similar to books, magazines, videos, CD-ROMs, and other 

information sources. The Woodbridge Township School District considers the use of the Internet as an 
educational resource that will follow district guidelines for use and selection. Because the Internet is a 
fluid environment, the information which will be available to students is constantly changing; therefore, it 
is impossible to predict with certainty what information students might locate. Just as the purpose, 
availability, and use of media materials does not indicate endorsement of their contents by school 
officials, neither does making electronic information available to students imply endorsement of that 
content. 
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C. Objectives of Internet Use 
  
 The Internet shall be another resource used by the instructional staff to help students and staff to 

develop the skills needed to: 
  1. Discriminate among information sources; 
  2. Identify information appropriate to their age and development levels; 
  3. Evaluate and use information to meet their educational goals and the goals and objectives of the 

district's curriculum. 
 
D. Use 
  
 Woodbridge Township School District students and staff shall use the Internet to participate in 

educational activities such as: 
 
 1. Asking questions of and consulting with experts; 
  2. Communicating with other students and individuals beyond the boundaries of Woodbridge 

Township; 
  3. Accessing, analyzing, synthesizing and using information that meets their educational needs. 

 
E. Expected Behavior 
  
 The use of the Internet is a privilege, not a right, and inappropriate use will result in disciplinary action by 

school officials and/or the cancellation of those privileges. Students and staff are expected to abide by 
generally accepted rules of network etiquette. All Internet activity in this school district must be in support 
of education and research, and consistent with the educational objectives of the Woodbridge Township 
School District. 

 
F. Guidelines for Publication of Student Work on the Internet 

 
The Woodbridge Township School District will take all reasonable and necessary steps to protect 
student confidentiality. When student work is published on the Internet, the following guidelines shall be 
followed: 
 
  1. Students shall be identified by first name or initials only.  No personally identifiable information 

about students shall be published. 
  2. Pictures of students shall not provide information identifying any student. 
  3. Student phone numbers, home addresses, and e-mail addresses shall not be published. 
  4. The only address, phone number, or e-mail address which may be published is that of the school, 

care of the sponsoring teacher or the teacher’s e-mail address at school. 
  5. If personally identifiable information is to be released concerning a particular student, it will only be 

released after the parent signs a consent form to allow the release. 
 
G. Disciplinary Action Related to Misuse of the Internet 
  
 Student failure to abide by the Woodbridge Township Internet User’s Contract may result in disciplinary 

action following disciplinary procedures established in the school district.  The definitions therein are not 
exclusive.  If a student is clever enough to invent a new way of misusing the system, and it is reasonable 
that the student would know what he/she is doing is improper, the student may nonetheless be 
disciplined. 
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Acceptable Use For Technology Resources 
 

A. Availability of Access 
 

1. The district has worked consistently to create a technological foundation that provides  equal 
access to  all technology  to  all staff and students.  This ongoing work sets the procedures and 
protocols needed to eliminate any downtime to ensure success in a hybrid learning 
environment. The district has provided all students in Grades PK through Grade 12 with their  
own device in preparation for the  remote  learning  environment. ALL students in the  
Woodbridge Township School District will now have their own device. Each device is assigned 
to a specific student and is to be used ONLY by the assigned student. Devices are never shared. 
All students in the district will be bringing their assigned devices back and forth from  home to 
school to allow for equal technology accessibility both at school and in the home. 

2. Students have access to a variety of software to use on their assigned computers.  Our 
online learning environment is facilitated through the Google Workspace for Education. 
Students can use the Google Suite to produce word processing documents, spreadsheets, and 
presentations via Google slides. Students may receive their lessons and class materials  and 
communicate virtually with  their  class and teacher via Google Classroom. Online textbook 
programs and educational programs  are accessible to  all staff  and  students, and these  
resources  are very important tools in supplementing and complementing curriculum content 
virtually. 

3. All student devices are set up to automatically adhere to our internet content filtering when 
used outside of the school network, so that the students  are protected exactly as they are 
when they are on the district  network. This ensures that  all devices when used from  home  
are kept  safe from  malware  attacks, viruses, and inappropriate content. Devices also will  be 
pre-configured with the necessary security settings on these devices for compliance with all 
approved programs and security standards. 

4. Students have access to a district  assigned and monitored account that  can be used to 

contact their  teacher  with  any questions as well as provide  assigned work. Students can 

keep track  of their  current  grades and schedules via the Genesis Student Portal. The 

district  utilizes Clever to simplify the login process to all student software and websites. 

5. To ensure equal access to a safe remote learning environment, students must use a District-issued 
device to access the full scope of our digital learning platform.  Only District-based devices will have 
the appropriate safeguards and software required for students to safely and effectively access the 
remote learning environment. 

6. The district  has set the goal to make sure all students in the district  will have internet access 
at home. The district  has conducted ongoing technology surveys throughout the pandemic.  
Based upon these survey results, the district  has a list of families  who do not have internet 
access at home. District staff are contacting these families to review options for obtaining 
internet access at home. The district will be working with both Comcast and T-Mobile to 
provide internet access to  these students  in the  future.  Based upon  ongoing  
communication with  families  as well  as monitoring online  work, the  schools will  monitor 
students'  access to  the  internet during  the school year. 

7. All teachers in the district have their own district  assigned laptop. They have access to all of 
the tools the students do including the Google Workspace for Education, Google Classroom, 
online textbooks,  and other  educational  software.  Staff also have access to  the  student  
monitoring software GoGuardian to keep students on task and provide remote support. In 
order for teachers to maintain  live and interactive communication with  their  students 
remotely, they have access to Zoom and Google Meet  and can set up sessions for students to 
remotely  take part in classes remotely. The teacher has the option to start a Zoom session on 
their  computer  and share their desktop  screen with  the  Zoom or Google Meet  session in 
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order  for  both  the  students  in the classroom to see exactly the same thing. Teachers also are 
offered tools to create and edit videos of either themselves, using their computer's integrated  
camera, or of their desktop screen, that can be uploaded to Google Classroom for students to 
watch and refer back to at  any time. 

  8. Access to the district's electronic communications system, including the Internet, shall be made 
available to students and employees for instructional and administrative purposes and in 
accordance with administrative regulations. 

  9. Access to the district's electronic communications system is a privilege, not a right. All users shall 
be required to acknowledge receipt and understanding of all administrative regulations governing 
use of the system and shall agree in writing to comply with such regulations and guidelines.  The 
individual in whose name a system account is issued will be responsible at all times for its proper 
use.  Non-compliance with applicable regulations may result in suspension or termination of 
privileges and other disciplinary action consistent with district policies. Violations of law may result 
in disciplinary action by the district and possibly, criminal prosecution. 

 
B. Acceptable Use  

 
  1. The superintendent or designee shall develop and implement administrative regulations, guidelines, 

and user agreements, consistent with federal intellectual property laws and the purposes and 
mission of the district. 

  2. The district's technology resources will be used only for learning, teaching and administrative 
purposes consistent with the district's mission and goals. 

  3. The district shall train all interested users in the appropriate use of the system and shall make 
copies of acceptable use guidelines available to all users. 

  4. It shall be a violation of district policy for any student or employee to use the district’s electronic 
communications: 
a. For commercial use or financial gain; 
b. To connect software or external data without permission from the superintendent or designee; 
c. For illegal purposes, in support of illegal activities, or for any other activity prohibited by district 

policy or guidelines; 
d. In the case of an employee, without permission of the superintendent or designee; 
e. To log on to a computer or e-mail system by using another’s password, or assist others to do 

so; 
f. To send anonymous messages, of any kind; 
g. To submit, publish or display any defamatory, inaccurate, racially offensive, abusive, obscene, 

profane, sexually oriented, or threatening materials or messages, whether public or private; 
h. To attempt to harm or disable any equipment, materials, or data; 
i. To knowingly place a computer virus on a district computer or otherwise damage the district’s 

electronic communications system; 
j. To use the district’s electronic communications system to provide addresses or other personal 

information that others may use inappropriately; 
k. To access information resources, files, documents, or account of another user without 

authorization; 
l. To encrypt electronic communications so as to avoid security review by system administrators; 
m. To use or redistribute copyrighted programs or data, except with the written permission of the 

copyright holder or designee in accordance with applicable copyright laws, district policy, and 
administrative regulations; or 

n. To purge electronic mail and data files contrary to established retention guidelines. 
 
C. Student Users 

 
Student users must adhere to the standards applicable to all users, listed above, as well as the following: 
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  1. Students may not distribute personal information about themselves by means of the electronic 

communications system. This includes, but is not limited to, personal addresses, telephone 
numbers and social security numbers; 

  2. Students should never make appointments to meet people whom they met on-line, and should 
report to a teacher or administrator, if they receive any request for such a meeting; and 

  3. Students may not use the electronic communications system without the supervision and 
permission of a staff member. 

 
D. Internet Safety 

 
The superintendent or designee shall develop and implement an Internet safety plan that, to the extent 
possible: 
  
1. Controls students' access to inappropriate materials, as well as to materials that are harmful to 

minors; 
  2. Ensures student safety and security when using electronic communications; 
  3. Prevents unauthorized access, including hacking and other unlawful activities; and 
  4. Restricts unauthorized disclosure, use, and dissemination of personally identifiable information 

regarding students. 
 
E. Filtering  

 
  1. The District must, as a prerequisite to receiving universal service discount rates, implement certain 

Internet safety measures, and submit certification to the Federal Communications Commission 
(FCC). 

  2. Each District computer with Internet access shall have a filtering device, service, or software that 
clocks access to visual depictions that are obscene, pornographic, inappropriate for students, or 
harmful to minors, as defined by the Children's Internet Protection Act and as determined by the 
Superintendent or designee. 

  3. The superintendent or designee shall enforce the use of such filtering devices. Upon approval from 
the superintendent or designee, an administrator, supervisor, or other authorized person, may 
disable the filtering device for bona-fide research or other lawful purpose. 

 
F. Monitored Use 

 
Electronic mail transmissions and other use of the electronic communications system by students and 
employees shall not be considered confidential. Such use may be monitored at any time by district staff, 
as approved by the superintendent or designee, to ensure appropriate use for educational or 
administrative purposes. 

 
G. Intellectual Property Rights 

 
As agents of the district, employees shall have limited rights to work they create using the district's 
electronic communications system.  The district shall retain the right to use any product created in the 
scope of a person's employment, even when the author is no longer an employee of the district. 

 
H. Publication of Student Work on the Internet 

 
Student work published on the internet will only be identified with the student’s first and last initials, and 
no other personally identifiable information. 
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I. Termination/Revocation of System User Account 
 
The district may suspend or revoke any system user's access to the district's system upon violation of 
district policy and/or administrative regulations regarding acceptable use. 

 
J. Consequences of Improper Use 

 
Improper or unethical use may result in disciplinary actions consistent with district policy and, if 
appropriate, other state and federal laws.  This may also require restitution for costs associated with 
system restoration, hardware, or software costs. 

 
K. Disclaimer of Liability 

 
The district shall not be liable for users' inappropriate use of electronic communication resources or 
violations of copyright restrictions, users' mistakes or negligence, or costs incurred by users.  The district 
shall not be responsible for ensuring the accuracy, age appropriateness, or usability of any information 
found on electronic resources, including the Internet. 

 
Implementation 
 
The superintendent shall prepare regulations to implement this policy. 
 
Adopted: August 27, 1998; August 16, 2007; July 21, 2022 
Revised: April 25, 2001; August 18, 2022 
NJSBA Review/Update:  December 2011  
Readopted: August 21, 2014; August 18, 2022 

 
Key Words 
 
Acceptable Use, Blocking/Filtering Software, E-mail, Internet, Technology, Web Site, World Wide Web 
  
Legal References: N.J.S.A. 2A:38A-1 et seq. Computer System 

N.J.S.A. 2C:20-25 Computer Related Theft 
N.J.S.A. 18A:7A-10 NJQSAC 

 N.J.S.A. 18A:36-35 School Internet websites; disclosure of certain student 
information prohibited 

N.J.A.C.  6A:30-1.1et seq. Evaluation of the Performance of School Districts  
 
17 U.S.C. 101 - United States Copyright Law 
 
47 U.S.C. 254(h) - Children’s Internet Protection Act   

 
 State in re T.L.O., 94 N.J. 331 (1983), reversed on other grounds, New Jersey v. T.L.O., 
 569 U.S. 325 (1985). 
 

O’Connor v. Ortega 480 U.S. 709 (1987) 
 
 No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq. 

 
Possible 
Cross References: *1111 District publications 

*3514 Equipment 
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3543 Office services 
                                 *3570 District records and reports 

 4118.2/4218.2 Freedom of speech (staff) 
*5114 Suspension and expulsion 
*5124 Reporting to parents/guardians 
*5131 Conduct/discipline 
*5131.5 Vandalism/violence 
*5142 Pupil safety 
 5145.2 Freedom of speech/expression (students) 
*6144 Controversial issues 
*6145.3 Publications 
  

*Indicates policy is included in the Critical Policy Reference Manual. 
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EMPLOYEE USE OF THE INTERNET AND EMAIL 
 
This policy applies to all employee users of the Woodbridge Township Board of Education’s computers and 
networks. Employees also are expected to become familiar with and comply with Policy # 6142.10 
Technology.  If you have any questions about any of these policies or what they mean, please contact the 
assistant superintendent for curriculum and instruction. 
 
A. Purpose 

 
The Woodbridge Township School District recognizes that the Internet has become an important 
resource for research and education.  In order to meet this need, employees are provided access to the 
Internet. 
 
The use of the Internet is a privilege, not a right, and inappropriate use can result in termination of those 
privileges and disciplinary action.  An employee’s activities, while using the Internet from a Woodbridge 
Township School District site, is expected to be in support of research and education and consistent with 
the Woodbridge Township School District’s objectives of providing thorough research and information 
assistance to its clients.  An employee accessing the Internet from a Woodbridge Township School 
District site is responsible for all online activities which take place through the use of his or her login and 
password and all employees must comply with the guidelines set forth herein.  When using another 
organization’s networks or computing resources, employees must comply with the rules appropriate for 
that network. 

 
B. Responsibilities of Users/Prohibited Uses 
 

  1.   Employees are to use the Internet only for school-related purposes during school hours. 
  2. Employees must refrain from using the Internet for personal use during school hours. 
  3. Employees are not to access or transmit information regarding the Woodbridge Township Board of 

Education, Board of Education members, the Woodbridge Township School District, its students, 
administrators, staff, or other employees (collectively “the Woodbridge Township School District”) 
without appropriate authorization. 

  4. Employees should refrain from giving information about themselves—such as a social security 
number, credit card numbers, bank account numbers, home address or telephone number—to 
unknown companies or e-mail associates. 

  5. Employees are not permitted to use the Internet in any manner that violates any federal, state, or 
local statutes or regulations. 

  6. Employees are expected to observe copyright laws regarding computer software, software 
licensing agreements, web-site information, and acknowledgement of authorship. 

  7. Employees are not permitted to download any software without first obtaining permission from the 
System Administrator. 

  8. In the event that an employee is permitted to download software, a virus scan must be initiated. 
  9. Employees are not permitted to obligate the Woodbridge Township School District financially to any 

commercial web-sites without the express permission of the supervisor of technology, Media 
Centers and K-12 Staff Development. 

10. There are numerous commercial websites and home pages on the Internet which require a 
subscription fee or other costs to access the site or to obtain or print information from that site.  
Anyone obligating the Woodbridge Township School District   financially to these sites without prior 
permission may result in the termination of his or her Internet privileges and disciplinary action.  
Additionally, anyone violating the provision will be required to reimburse the Woodbridge Township 
School District for any unauthorized expenses incurred. 

11. Employees are not permitted to use the Internet from a Woodbridge Township School District site 
to engage in the practice of moonlighting or for commercial purposes, advertising, unauthorized 
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political lobbying, or other similar activities. 
12. Employees are forbidden from accessing websites that contain obscene, discriminatory, harassing, 

offensive or inappropriate material. Employees are also prohibited from displaying or distributing 
material which is any way inconsistent with guidelines set forth in the Woodbridge Township Board 
of Education’s Policies.  An employee may consider some material to be humorous in content and, 
therefore, not harassing in nature but the viewer of such material may not hold the same viewpoint. 

13. Displaying or distributing such information will be considered a violation of the Woodbridge 
Township Board of Education’s Sexual Harassment and Anti-Harassment/Discrimination Policies 
which specifically prohibits such behavior and may result in the termination of his or her Internet 
privileges and disciplinary action. 

14. Employees are to refrain from deliberately engaging in any act which could impair the operation of 
any facet of the computing resources in the Woodbridge Township School District or the resources 
of any recipient of the information.  Such acts include, but are not limited to, injecting computer 
viruses, sending large mailings, sending large print jobs, installing or downloading unauthorized 
software, broadcasting “junk mail” (including chain letters) to mailing lists or individuals (commonly 
referred to as “spamming”), and other activities which may cause congestion on the network or 
compromise the integrity of the network. 

 
Note:  Deliberate actions to degrade or disrupt network services by spreading computer viruses is a criminal 

activity under state and federal law. 
 
C. Privacy 

 
The Internet is an appealing source of information and communication.  Privacy is one thing the Internet 
does not provide.  E-mailing or signing an Internet guest book are two ways in which information is 
obtained about people.  Every time an employee uses the Internet, an electronic record is created 
somewhere in cyberspace.  There is no preventive measure which can control it but one should be 
aware that it is happening. 

 
D. Training 

 
Training and research support on the Internet is provided by the system administrator. Initial training 
encompasses a basic introduction and searching techniques.  Training at request. 

 
E. Copyright  

 
Copyright laws prohibit the unauthorized reproduction or distribution of copyrighted materials.  
Exceptions are permitted under the principles of “fair use”.  Employees are not permitted to copy or 
distribute electronic materials without the explicit permission of the copyright holder.  Responsibility for 
any consequences arising from the infringement of a copyright lies with the employee. 

 
F. Disclaimer 

 
Not all sources on the Internet provide accurate, complete or current information.  Employees should 
evaluate any Internet resources used in the course of research and education, questioning the validity of 
the information provided. 

 
Employee E-Mail 
 
This document sets forth the Woodbridge Township Board of Education’s policy with regard to access to, 
review, or disclosure of electronic mail (“e-mail”) messages sent or received by the Woodbridge Township 
School District’s employees with the use of the Woodbridge Township School District’s e-mail system.  It also 
sets forth policies on the proper use of the e-mail system provided by the Woodbridge Township Board of 
Education. 
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This policy does not constitute a contract. The Woodbridge Township Board of Education reserves the right to 
change it at any time. 
 
A. Use for School Purposes/Woodbridge Township School District Access, Review, Deletion and Disclosure 

  
The e-mail system is provided to employees at Woodbridge Township School District expense to assist 
them in carrying out the Woodbridge Township School District’s business. The e-mail system permits 
employees to communicate with each other internally and with selected outside individuals and 
companies that the Woodbridge Township School District, in its sole discretion, decides should be 
connected to the system. 
  
The e-mail system is to be used for school related purposes—to transmit school information.  The 
Woodbridge Township School District treats all messages sent, received, or stored in the e-mail system 
as school messages. 
  
The Woodbridge Township School District owns the computer system and employees shall at all times 
use the computer system, including the e-mail system, only for the school purposes of the Woodbridge 
Township School District. Employees are asked to minimize the use of the e-mail system (internally or 
externally) for non-work related activities, and are strongly discouraged from attaching files to personal e-
mail transmissions.  The attachment of games or pictures to e-mail messages creates excessive volume 
in the Woodbridge Township School District’s e-mail system, resulting in system-wide delays or failures of 
the computer system.  Intentionally wasting of limited resources, game playing, and engaging in activities 
which disrupt the business environment of the workplace or actions damaging to the computers, 
computer systems or computer networks are prohibited. The e-mail system should not be used in any 
way in contravention of the promotion of the Woodbridge Township School District’s educational and 
business purposes. Employees are expressly prohibited from using e-mail transmissions for commercial 
purposes and/or for personal gain or profit, or engaging in illegal activities. 
  
In transmitting e-mail communications, an employee should realize that, since those communications can 
be accessed by the Woodbridge Township School District at any time, there should be no expectation of 
privacy or confidentiality in those communications.  The Woodbridge Township School District has the 
capability to access, review, copy and delete any messages sent, received, or stored on the e-mail 
system. Further, in certain circumstances, the Woodbridge Township School District has the ability to 
access deleted messages. The Woodbridge Township School District reserves the right to access, 
review, copy or delete all such messages for any purpose at any time and to disclose them to any party 
(inside or outside the Woodbridge Township School District) it deems appropriate. 
 
Should employees make incidental use of the e-mail system to transmit personal messages, such 
messages will be treated no differently from other messages, i.e., the Woodbridge Township School 
District reserves the right to access, review, copy, delete or disclose them for any purpose.  Accordingly, 
employees should not use the e-mail system to send, receive, or store any messages that they wish to 
keep private.  Even if an employee classifies the e-mail message as “personal and confidential” or 
“private,” these messages (and all others) remain subject to inspection and review by the Woodbridge 
Township School District. An employee’s use of the e-mail system constitutes the employee’s consent to 
the Woodbridge Township School District’s recording and monitoring of the employee’s e-mail messages. 
  
Employees should treat the e-mail system like a shared file system—with the expectation that messages 
sent, received or stored in the system (or on individual hard disks) will be available for review by any 
authorized representative of the Woodbridge Township School District for any purpose. As with the 
telephone, fax, and copy services available to all employees, the use of e-mail for non-school purposes is 
discouraged. 
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B. Confidential Information 
  

Employees must exercise a greater degree of caution in transmitting confidential information on the e-
mail system than they take with other means of communication information (e.g., written memoranda, 
letters or phone calls) because of the reduced human effort required to redistribute such information and 
the security considerations when e-mails are transmitted over the Internet. 

  
The use of e-mail for external communications raises certain confidentiality concerns.  The mode of 
transmission itself is not confidentially secure. Third parties have the ability to monitor the instances of 
transmission and potentially have access to the content. Further, transmission via the Internet is 
potentially subject to hacker eavesdropping and interference.  At this time, the Woodbridge Township 
School District does not encrypt e-mail messages transmitted over the Internet. Therefore, these issues 
should be considered prior to forwarding any documents or confidential information to determine whether 
this mode of transmission is appropriate. 

  
Confidential information should never be transmitted or forwarded to outside individuals or companies 
not authorized to receive that information and should not even be sent or forwarded to other employees 
inside the Woodbridge Township School District who do not need to know the information. Always use 
care in addressing e-mail messages to make sure that messages are not inadvertently sent to outsiders 
or the wrong person inside the Woodbridge Township School District. In particular, exercise care when 
using distribution lists to make sure that all addresses are appropriate recipients of the information.  Lists 
are not always kept current, and individuals using lists should take measures to ensure that the lists are 
current. Refrain from routinely forwarding messages containing confidential information to multiple 
parties unless there is a clear need to do so. 

 
C. Viewing and Protecting E-Mail 
  

In order to further guard against dissemination of confidential information, employees should not access 
their e-mail messages for the first time in the presence of others. E-mail windows should not be left open 
on the screen when the computer is unattended. All passwords should be kept confidential. However, to 
ensure that all documents and messages are accessible when a particular employee is not available, it is 
the responsibility of each employee to see that an appropriate person (or persons) is aware of both login 
and document passwords. 

 
D. Copyrighted Information 
  

Use of the e-mail system to copy and/or transmit any documents, software, or other information 
protected by the copyright laws is prohibited. 

 
E. E-Mail Etiquette 
  

Please bear in mind that your e-mail messages may be read by someone other than the addressee you 
send them to and may even someday have to be disclosed to outside parties or in a court in connection 
with litigation.  Accordingly, please take care to ensure that your messages are courteous, professional 
and businesslike. 

  
Remember that e-mail messages, once sent, are generally irretrievable.  Be sensitive to the fact that in 
the absence of an explanation, e-mail messages may be ambiguous and convey the wrong impression.  
This is of specific concern when a message is being forwarded to multiple recipients. Rather than quickly 
sending messages without adequate review, you may consider printing the messages and reading them 
first prior to distribution to ensure that they convey the appropriate message.  All employees are 
reminded that they should use the utmost caution and professionalism in any dealings with clients or 
prospective clients, including transmission of messages by e-mail. 
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F. Other Prohibited Uses – No Harassment, Discrimination, Defamation 
  

Use of the e-mail system to engage in any communications that are in violation of any state or federal 
law and/or are in violation of any Woodbridge Township Board of Education policy, including, but not 
limited to, transmission of defamatory, obscene, offensive, discriminatory, or harassing messages, 
pictures or images, or messages that disclose personal information without authorization, is prohibited. 
Displaying or distributing such information may be considered a violation of the Woodbridge Township 
Board of Education’s Sexual Harassment and Anti-Harassment/Anti-Discrimination Policies which 
specifically prohibit such behavior and may result in disciplinary action. 

 
G. Storing and Deleting E-Mail Messages 
  

The Woodbridge Township School District strongly discourages the storage of large numbers of e-mail 
messages for a number of reasons. First, because e-mail messages frequently contain confidential 
information, it is desirable to limit the number, distribution and availability of such messages to protect 
the Woodbridge Township School District’s information. Second, retention of messages fills up large 
amounts of storage space on the network server and personal hard disks, and can slow down the 
performance of both the network and individual personal computers. Finally, in the event that the 
Woodbridge Township School District needs to search the network server, backup tapes, or individual 
hard disks for genuinely important documents, the fewer documents it has to search through, the more 
economical the search will be. 

  
Accordingly, employees are to promptly delete any e-mail messages they send or receive that no longer 
require action or are not necessary to an ongoing project. Employees should audit their stored e-mail 
messages to identify messages that are no longer needed and should be deleted. 
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Possible 
Cross References: *1111 District publications 

*3514 Equipment 
3543 Office services 

                                 *3570 District records and reports 
 4118.2/4218.2 Freedom of speech (staff) 
*5114 Suspension and expulsion 
*5124 Reporting to parents/guardians 
*5131 Conduct/discipline 
*5131.5 Vandalism/violence 
*5142 Pupil safety 
 5145.2 Freedom of speech/expression (students) 
*6144 Controversial issues 
*6145.3 Publications 
  

*Indicates policy is included in the Critical Policy Reference Manual. 
 

 
 




