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I. GENERAL INFORMATION FOR ALL SUBSTITUTES  

The Workday 

The workday is the same for substitutes as for regular employees.  Substitutes are entitled 
to lunch times allowed the regularly assigned employee whom the substitute is replacing.  

Substitutes will report to work and leave work when specified by Aesop. 
 

Reporting To Your Assignment 
 

Upon arrival at your site:  

Report to the Secretary 

Pick up the room key and badge 

Pick up attendance folder 

Pick up daily bulletin 

Sign any required forms (time sheet) 

 
Check to determine if you have any extra/special duty prior to the opening of the school day.  
Building and grounds supervision by employees is assigned by the administrator.  This 

information may be obtained from the secretary or in some cases from a teacher's lesson plan.   

You are required to assume the supervision/extra duty responsibilities of the regular employee. 
 

Benefits and Wages 

 
Substitutes receive an hourly rate of pay established annually by the School Board annually.   

Substitute employees are covered by worker's compensation and liability insurance while 

working within the scope and course of their duties as assigned by the District.  Substitute 
employee rates of pay vary by position as well as education. Substitutes with a valid Alaska 

Teaching Certificate will make 

$150.00 per 7.5 hour day while in a teaching position.  Those that have at least a bachelor’s  
degree  will  make  $120.00  per  7.5  hour  day  while  in  a  teaching position.  Individuals 
who do not hold a bachelor’s degree and are interested in subbing in the classroom will make 

$11.00 per hour.  Any substitute employee working in a classified position will make between 

$9.75 and $11.60 an hour 
depending on the pay grade of the position, regardless of education. 

 

Payroll 

 
The payroll period for substitutes is bi-weekly.   Verification of hours worked is submitted by 

the secretary of the appropriate school site.  Payment is made via direct deposit to the bank 

account you designate. Substitutes are responsible to track the hours they work on their 
timesheets at each site location. 

 
Terms of Employment 

 

All substitutes are “at will”, on call, temporary employees, and can be dismissed at any time for 
any reason deemed appropriate by the District. You will be on the active substitute list for this 
entire school year (July 1 to June 30), unless you send in a written note asking to have your 
name removed from the active sub list.  You  have  reasonable  assurance  of  being  
called  on  any  regular workday. Holidays, vacation days, and summer vacation are 
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just like a weekend and you will not be called to work those days.  During the summer, 
in order to update our records, you may be asked to verify your interest in continuing to 
substitute. 

 

This publication is not intended to form an agreement or contract of any kind between 
Matanuska-Susitna Borough School District and its substitute employees.    This  handbook  in  

no  way  alters  the  “at  will”  employment  of substitute employees. 

 

Evaluations 

 
Substitutes may be evaluated by an administrator as needed.   The evaluation may be 
discussed with the substitute.  The evaluation will be distributed to the substitute, substitute's 
personnel file (original), Human Resources Department and Unit Administrator. 

 

II.  GENERAL INFORMATION FOR SUBSTITUTE TEACHERS  

Qualifications for Substitute Teachers 

 High school diploma or equivalent. 
 Bachelor’s degree – optional. 
 Current Alaska Type A Teaching Certificate – optional. 

 Fingerprinting  for  background  check  and  completed  application  which 
requires an interview and recommendation from a District administrator. 

 An  Interested  Person  Report  which  you  may obtain  at  the  Alaska  State 
Trooper Station. 

 

Qualifications for Long-Term Substitute Teachers 
 
Current Alaska Type A Teaching Certificate. 

 

Pay Summary 
 

Non-Certified / Non-Degreed Sub                               $ 11.00 Per Hour  
Non-Certified Sub Teacher (bachelor’s degree)            $ 16.00 Per Hour  

Certified Sub Teacher                                     $ 20.00 Per Hour  

Long Term Sub                                                       $ 26.00 Per Hour  
 

Essential Functions 
 

1.      Reports to administrator or secretary upon arrival at school. 
2. Maintains  the  established  routines  and  procedures  of  the  school  and classroom in 

absence of the regular teacher. 

3. Teaches the outlined lessons according to the instructions of the teacher and 

administrator. 

4.  Adheres to the procedures outlined in the substitute handbook and consults with the 

school administrator when appropriate.  

5.      Supervises students and maintains discipline in class, during recess, and during lunch 

 periods. 

6. Completes a short written report at the end of the day for review by the regular 
teacher. 
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7.  Follows all policies, rules, and procedures which regular teachers are subject to and 
which good teaching practices dictate. 

8. Promotes  a  positive  public  image  of  the  School  District  and  upholds positive 
public relations at all times. 

9.      Other duties as assigned by unit administrator or designee. 

 

 

 
Attendance and Lunch Count Records 

 
Attendance and lunch count procedures may vary with the different school sites. If you are 
unsure as to what procedure to follow at your assigned school, check with the site administrator 
or secretary for clarification of proper procedure prior to the start of the school day. 

 

Security and Safety in the Classroom 

 
The supervision of the students is your responsibility while you are on duty. Pupils may 

not be in classrooms unless the teacher or aide is present. 
 

Discipline 
 
Follow as closely as possible the classroom discipline procedures of the regular classroom 
teacher.   Remember, the students are familiar with these rules and understand the 
consequences if the rules are broken. 

 
As an unfamiliar face, your student's attention will be focused on you.  Use this as an 
opportunity to set a positive tone in the classroom.  Be friendly and warm; establish mutually 

acceptable classroom behavior guidelines. 

 
Once classroom behavior guidelines have been established, follow through with the 

consequences when rules are broken.  Try to eliminate periods of idle time. Do not give 

students a chance to disrupt.  Unless a normal part of classroom activity, do not allow "free 
time".  You might want to "over-assign" in order to prevent excess unstructured or idle classroom 

time. 

 
Familiarize yourself with the Board policy on Student Rights and Responsibility (Matanuska-

Susitna School Board Policy). Also familiarize yourself with each school's  discipline  plan.     A  
copy  of  this  can  be  obtained  from  the  unit administrator at the school site you are 

working and is available to view at: www.matsuk12.us/subresources. Adherence to the policy is 

very important, both for you and the regular classroom teacher.   For the high school, the 
assertive discipline policy is posted in each individual classroom. 

 

Lesson Plans 
 

The teacher's lesson plans and/or pertinent information will be found on the teacher's desk, at 

the front office, or in Aesop.  It is requested that you follow, as closely as possible, the 

teacher's lesson plans. Read the lesson plans to familiarize yourself with the daily schedule and 

routine.   Organize your textbooks and materials before the start of class. Be prepared to 

start class immediately so there is little chance for disruption.  Be sure to ask the 

administrator if you have any questions or problems understanding the plans. 

 

http://www.matsuk12.us/subresources
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Classroom Work and Grading 

 
A substitute teacher may be required to grade daily work. To determine the applicability, 
contact the unit administrator. 

 

Classroom Organization 
 

All substitutes are required to leave the classroom in a neat, orderly condition. 
 

 

Alaska Statutes Concerning Substitute Teachers 
 

4 AAC 18.021.  EMPLOYMENT OF SUBSTITUTE TEACHERS 

 
(a) "A person employed to replace a teacher who District authorities know will be absent for 

more than 20 days in which the school is in session must possess a valid teachers' 
certificate. 

 
Non-certified substitute teachers may not exceed 19 consecutive days in the same 
classroom. 

 
(b) A person employed to replace a teacher who District authorities know will be absent for 

the remainder of the school term must be employed under the requirements imposed by 
this chapter if more than 20 in-session days remain in the term.  (Eff. 1/22/81, Register 
77) 

 

III.  CHILD ABUSE AND NEGLECT REPORTING PROCEDURES  

Duty to Report 
All personnel have a legal duty to report known or suspected child abuse to the 

nearest office of the Department of Health and Social Services immediately.  The 
reporting duties are individual and cannot be delegated to another individual. 
 

Reporting Procedures 

 
1. Any employee shall report known or suspected child abuse, by telephone to the nearest 

office of the Division of Family and Youth Services. 

2. If contact cannot reasonably be made with child protective services and immediate 
action is needed to protect the child, the employee shall make the report of abuse to a 

peace officer. 

3. Employees reporting child abuse to a child protective agency are required to notify the 
unit administrator or designee and to, in all other respects, comply with the district’s 

child abuse and neglect reporting procedures. 

 

Legal Responsibility and Liability 

 
1. School employees are not civilly or criminally liable for filing in good faith, a required or 

authorized report of known or suspected child abuse, or for participating in related judicial 
proceedings. 

 

2. A mandated reporter who fails or refuses to report an instance of, which he/she knows 
to exist or reasonably should know to exist, is guilty of a misdemeanor.  The mandated 



5 

 

reporter may also be held civilly liable for damages for any injury to the child after a 
failure to report. 
 

3. When two or more persons who are required to report have knowledge of suspected 

instance of child abuse, and when there is agreement among them, the telephone report 
may be made by either one of them who is selected by mutual agreement, and a single 

report may be made and signed by the person selected.  However, if any person who 

knows or should know the person designated to report failed to do so, that person has a 
duty to make the report. 

  

4. The duty to report child abuse is an individual duty and no supervisor or unit 
administrator may impede or inhibit such reporting.  Furthermore, no person making such 

a report shall be subject to any sanction. 

 

IV. EMERGENCY SCHOOL CLOSURE 
 

The Superintendent may, under emergency conditions, designate a school or 
School District site(s) as closed for a period of time. 
 
A. When a site(s) is designated as closed under emergency conditions, the 

following procedures are applicable: 

 
1. Substitute employees shall not report to work. 

2. Closure information is broadcast on local radio stations as soon after 

5:00 a.m. as possible, as well as on the MSBSD website. 
 

V. EARTHQUAKE EMERGENCY PROCEDURES Earthquake 

While Indoors at School 

When an earthquake occurs, the following actions shall be taken inside the school 
building and in individual classrooms: 
 
1.  The teacher or other person in authority shall implement the DROP action. 
 

Each student shall: 

 

a. Get under equipment (desk, table, etc.) where available.  Otherwise get next 

to an inside wall or under an inside doorway. 

b. Drop to knees with back to the windows and knees together 

c. Clasp both hands firmly behind the head, covering the neck.  

d. Bury face in arms, protecting the head. Close the eyes tightly. 

e. Stay there until the procedure or emergency is over or until subsequent 

instructions are given.  Such instructions will depend upon circumstances and 

the extent of damage to the buildings. 
 

2. As soon as possible, teachers shall move the children away from windows and out 

from under heavy suspended light fixtures. 
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While Indoors at School (continued) 

 
3. Teachers shall implement action to leave the building when the earthquake is over. 

Teachers shall ensure that students do not run, particularly on stairways 

 

Earthquake While on School Grounds 

 

When an earthquake occurs, the following actions shall be taken if teachers and students are 

on school playgrounds: 
 

1. The teacher or other person in authority shall direct the children to WALK away 
from buildings, trees, poles, or exposed wires. 

2. The teacher shall implement the DROP action. Teachers and students shall cover 
as much skin surface as possible, close eyes, and cover ears. 

3. Teachers and students shall stay in the open until the earthquake is over, or until 
further directions are given. 

  

 

VI.      FIRE EMERGENCY PROCEDURES 
 

Substitutes should familiarize themselves with the nearest posted Emergency 
Fire Escape Plan. 

 
In the event of FIRE, the school fire alarm will be sounded.   The substitute should have 
students leave the building in an orderly fashion, following designated safety routes.  Once 

students are a safe distance from the fire, the substitute shall take roll.  Notify the 

administrator immediately if students are missing. 

 
For additional information, consult with the administrator and review the District emergency 

plan. 
 

VII.     HAZARDOUS COMMUNICATION/ACCIDENT PREVENTION 

 
The Mat-Su Borough School District strives to provide a safe and healthy work environment. 

 
Each school is required to have a complete district program available for your review  as  well  

as  individual  material  safety  data  sheets  for  all  hazardous products.  The primary contact 
at each school is the administrator.  If you have questions regarding hazardous products in 

your work area or other safety concerns please discuss them with the administrator. 

 

VIII.    LOCK DOWN PROCEDURES 
 
“Lock Down” is a term used at all schools to refer to a situation necessitating faculty and 
student’s safe isolation. Staff and substitutes will be notified via intercom: “lock down, lock down 
immediately.” Administrators and custodians should secure the main doors and ensure all 
students are off the playground and inside the building. They will also clear restrooms, hallways, 
and other public areas. Students in the library, gym, and music rooms should Shelter-In-Place 
if possible.   Substitutes   should   bring   students   into   their   classroom,   take attendance, 
and call the school administration office. Remain in a secure area until further notice and 
disregard any bells. Evacuate the building only if notified by school administration office 
personnel. 
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IX.      BOMB THREAT 
 
Upon receiving the following intercom message “Teachers please sweep your rooms,” substitutes 
should visually check your rooms/areas. Quickly notify the principal or administrator if anything 
is out of place such as an unidentified package or a suspicious looking article. Do not open or 
remove if anything is found. Custodians should visually check hallways, restrooms, and public 
areas. Take your students to the library or the commons if your class or activity is in apparent 
or possible danger. Do not alarm the students or become panicked. You should only evacuate 
the building when notified by the Principal or building administrator. 
 
 

X.     BUSINESS AND NON-INSTRUCTIONAL OPERATIONS     BP 3513.3 

 

Tobacco-Free School/Smoking 
 
As role models, district employees should demonstrate conduct that is consistent with school 

programs to discourage students from using tobacco products. 

 
Therefore, the School Board believes it is in the best interests of students, employees and the 
general public to prohibit the use of tobacco products anywhere and anytime on district property 

and in district vehicles. 

Smoking 
 

The School Board recognizes that secondhand smoke is a major contributor to indoor air pollution 

and presents a health risk to all. 

 
In the interest of the health and safety of students and employees, smoking is not allowed 

in any are where there is a sharing or exchange of air with space used by students or non-
smoking employees. All student smoking is prohibited on school property or during school 

activities. 

 
The Superintendent or designee shall post appropriate signs prohibiting smoking in accordance 

with law. 
 

All Personnel            BP 4020  
 
DRUG, TOBACCO AND ALCOHOL-FREE WORKPLACE  

 
The School Board believes that the maintenance of drug, tobacco, and alcohol-free workplaces is 

essential to school and district operations. No employee shall unlawfully manufacture, distribute, 
dispense, possess, use or be under the influence of any alcoholic beverage, drug or controlled 
substance before, during or after school hours at school or in any other district workplace. In the 

interest of the health and safety of students and employees, it is a violation of this policy for 
students, staff, parents, visitors, contractors and all others to use, distribute or sell tobacco, any 

non FDA approved tobacco or nicotine delivery products or devices including but not limited to, 
cigarettes, cigars, dip, hookah pens, e-cigarettes, and dissolvable nicotine products on District 
premises, at school-sponsored activities on or off District premises and in District-owned, rented 

or leased vehicles. Tobacco possession is prohibited for all district students and visiting students, 
as well as for all other visitors under the age of 19.  
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DRUG, TOBACCO AND ALCOHOL-FREE WORKPLACE (continued) 
 

Tobacco advertising is prohibited in all school-sponsored publications, in all school buildings, and 
at all school-sponsored events. District acceptance of gifts or funds from the tobacco industry is 

similarly prohibited.  
For the purpose of this policy, “tobacco” is defined to include any non FDA approved tobacco or 
nicotine, lighted or unlighted cigarette, electronic cigarette, cigar, pipe, bidi, clove cigarette, 

dissolvable nicotine strips, and any other smokeless tobacco product, also known as spit 
tobacco, dip, chew, and snuff, in any form.  

The Superintendent or designee shall:  
 

1. Publish and give to each employee a notification of the above prohibitions. The notification 

shall specify the actions that will be taken against employees who violate these 
prohibitions. The notification shall also state that as a condition of employment, the 

employee will abide by the terms of this policy and notify the employer, within five days, 
of any criminal drug or alcohol statute conviction which he/she receives for a violation 
occurring in the workplace. For the purpose of this policy, "conviction" shall mean a 

finding of guilt, including a plea of nolo contendere, or imposition of sentence, or both, by  
any judicial body charged to determine violations of federal or state criminal drug or 

alcohol statutes.  
 

2. Establish a drug, tobacco and alcohol-free awareness program to inform employees 
about: 

 

a. The dangers and costs of drug, tobacco, and alcohol abuse in the workplace 
b. The district policy of maintaining drug, tobacco, and alcohol-free workplaces. 

c. Any available drug, tobacco, and alcohol counseling, rehabilitation, and employee 
assistance programs, including the free Alaska Tobacco Quit-line, and  

d. The penalties that may be imposed on employees for drug, tobacco, and alcohol abuse 

violations. 
 

3. Notify the appropriate federal granting or contracting agencies within ten days after 
receiving notification, from an employee or otherwise, of any conviction for a violation 
occurring in the workplace. 

 
4. Initiate disciplinary action within 30 days after receiving notice of a conviction for a 

violation in the workplace from an employee or otherwise. Such action shall be consistent 
with state and federal law, the appropriate employment contract, the applicable collective 
bargaining agreement, and district policy and practices. 

 
5. Make a good faith effort to maintain a drug and alcohol-free workplaces throughout the 

district. In taking disciplinary action, the Board shall require termination when termination 
is required by law. When termination is not required by law, the Board shall either take 
disciplinary action, up to and including termination, or shall require the employee to 

satisfactorily participate and complete a drug assistance or rehabilitation program 
approved by a federal, state or local health, law enforcement or other appropriate agency. 

The Board's decision shall be made in accordance with relevant state and federal laws, 
employment contracts, collective bargaining agreements, and district policies and 
practices.  
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DRUG, TOBACCO AND ALCOHOL-FREE WORKPLACE (continued) 
 

Nothing in this policy shall prohibit the District from conducting its own investigation or from 
taking appropriate disciplinary action even in the absence of a conviction. 

 

MATANUSKA SUSITNA BOROUGH SCHOOL DISTRICT  
Adoption Date: 08/21/95  
Revised Date: 03/02/11 Revised Date: 09/17/14 
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All Personnel            BP 4119.11  
 

EQUAL EMPLOYMENT OPPORTUNITY  
 

The Matanuska-Susitna Borough School District is an Equal Opportunity Employer and seeks to 
provide a workplace which is free from unlawful discrimination, as defined in applicable State and 
Federal statutes and regulations, based on gender, age, marital status, race, religion, color, national 
origin, disability, pregnancy, or parenthood. This means it is the policy of the District to prohibit 
discrimination against any employee in compensation or in a term, condition, or privilege of employment 
because of that person’s sex, age, marital status, race, religion, color, national origin, disability, 
pregnancy, or parenthood.  
 
The District’s employment discrimination policies and regulations will be interpreted and applied in 
accordance with applicable State and Federal Law. Employees who believe they have been subjected 
to such discrimination are encouraged to follow the complaint procedure set forth in District 
Administration Regulations.  
 
The discriminatory conduct prohibited in the District includes, but is not necessarily limited to, the 
following:  
 

1. Conduct which constitutes harassment directed against an employee because of his or her 
membership in a class protected by applicable State or Federal anti-discrimination statutes. 
While it is not possible to describe all forms of harassment, it can include, jokes, slurs, innuendo, 
epithets, threats, and comments, including activity which is sufficiently severe or pervasive to 
create a hostile, offensive, or abusive work environment. 
 

2. In the area of gender discrimination, unwelcome touching, sexual advances, or quid pro quo 
harassment, which occurs where submission to sexual advances or verbal or physical conduct 
of a sexual nature is made, explicitly or implicitly, a term or condition of an individual’s 
employment or the basis of employment decisions affecting such individual. 
 

Employees who engage in prohibited discrimination will be subject to disciplinary action, up to and 
including discharge.  
 
MATANUSKA SUSITNA BOROUGH SCHOOL DISTRICT  
Adoption Date: 11/19/97 
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Personnel                    AR 4119.11(a) 
  

EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT PROCEDURE  
 

This administrative regulation describes the procedure to be followed when an employee wishes to 
file a complaint alleging a violation of BP 4119.11. BP 4119 is the District policy pertaining to 
unlawful discrimination based on gender, age, marital status, race, religion, color, national origin, 

disability, pregnancy, or parenthood.  
 

COMPLAINT PROCEDURE  
 

A. Filing a Complaint  

An employee claiming to have been subjected to the discriminatory conduct in above 
may, within twenty (20) working days of the event or conduct complained of, submit a 

written complaint to the District’s EEO Officer.  
 
B. EEO Officer’s Investigation  

 
1. Upon receipt of a timely complaint, the EEO Officer, shall investigate the matter by 

meeting with the person(s) filing the complaint and taking such other steps as he or 
she deems necessary to determine whether the allegations, if true, would constitute 

prohibited employment discrimination. If the EEO Officer determines that the 
allegations, if true, would constitute such discrimination, he or she shall meet with 
the person or persons alleged to have engaged in the prohibited discriminatory 

conduct. The EEO Officer shall advise persons accused of discriminatory conduct of 
the nature of the conduct complained of and the name of the person(s) bringing the 

complaint and provide them with an opportunity to respond, orally or in writing, to 
the allegations within the time limits imposed on the investigation by this regulation. 
The EEO Officer may examine documents and conduct additional interviews with the 

complainant(s), any person accused by the complainant(s), or other witnesses 
deemed by the EEO Officer to be of potential assistance. 

 
2. Within fifteen (15) working days of receiving the written complaint described in (A) 

above, the EEO Officer shall submit a written report, along with a copy of the 

complaint and any written response thereto, to the Superintendent or a person 
designated by the Superintendent. The report shall include the name(s) of the 

person(s) bringing the complaint, the name(s) of the person(s) charged with 
unlawful discrimination, a description of the conduct complained of and the  
investigation, the findings of the investigation, and the EEO Officer’s 

recommendations for resolution.  
 

C. Action on EEO Officer’s Report  
Within ten (10) working days of receiving the EEO Officer’s report, the 
Superintendent or Superintendent’s designee may accept, modify or reject the 

recommendations of the EEO Officer through a written report which shall be 
provided to the complainant(s). Except as provided in (D) below, the decision of the 

Superintendent is final.  
D. School Board Hearing  

If a complainant has complained of race or gender discrimination and is dissatisfied 

with the Superintendent’s decision, he or she may submit a further complaint in 
writing to the School Board within five (5) working days of that decision. If the  
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EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT PROCEDURE (continued) 
 

 
matter is timely submitted, the School Board will conduct a hearing on the 

complaint in accordance with the provisions of 4 AAC S 06.560 and issue a final 
decision within sixty (60) days of the date of its initial filing. A person dissatisfied 
with the School Board’s decision may file a complaint with the Commissioner of  

Education within 180 days of the event or conduct complained of, on a form 
provided by the Department of Education.  

 
OTHER REMEDIES  
Nothing in this regulation shall be deemed as preventing a complaining employee from filing 

timely charges with the Equal Employment Opportunities Commission or the Alaska Commission 
on Human Rights or from filing a timely grievance, where the claim, is subject to the grievance 

procedure under an applicable collective bargaining agreement.  
 
MATANUSKA SUSITNA BOROUGH SCHOOL DISTRICT  

Adoption Date: 08/07/95  
Revised Date: 11/5/97  
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Personnel                                                                                                      AR 4119.11(b)  
 

EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT PROCEDURE  
 

Complaints concerning harassment or discriminatory conduct will be processed as rapidly as 
possible. Time limits are provided and shall be followed at each step of the complaint procedure. 
The number of days indicated are to be considered as a maximum, and every effort should be 

made to expedite the process. The time limits indicated may be waived or extended only by 
mutual agreement in writing or for good cause.  

 
1. The complainant is encouraged to attempt to resolve the matter at the lowest possible 

level. The complainant may be accompanied by a representative of his/her own choosing 

throughout this process, upon request. Failure to take this step shall not invalidate the 
complaint. 

 
a. Directly confront the person(s) alleged to have engaged in the harassing or 

discriminatory behavior. 

b. If not resolved, then discuss the complaint with the immediate supervisor of the 
person(s) alleged to have engaged in the harassing or discriminatory behavior. 

c. If not resolved, then contact the EEO Officer with formal written complaint as outlined 
in these procedures. 

 
2. A complainant with a concern regarding conduct prohibited under this section shall bring 

that complaint to the attention of the EEO Officer within twenty (20) working days of the 

event or conduct. The complaint shall be in writing and shall state the name of the person 
or persons alleged to have engaged in harassing or discriminatory conduct and a 

description of the conduct.  
 

3. The EEO Officer shall promptly and impartially investigate the matter set out in a timely 

complaint. The EEO Officer shall first meet with the individual or individuals bringing the 
complaint and shall obtain and analyze the other relevant information and determine if the 

allegations, if true, would constitute conduct prohibited under this policy. If the EEO Officer 
determines that the allegations, if proven true, would constitute conduct prohibited under 
this section, the EEO Officer shall meet with the person or persons alleged to have engaged 

in the prohibited conduct. The EEO Officer shall advise such persons or persons of the name 
of the individual(s) bringing the complaint and the nature of the conduct complained of. The 

person(s) against whom the complaint is brought shall then have the opportunity to respond 
orally or in writing to the allegations contained in the complaint within the timelines set 
forth for the investigation. This investigation and report shall be completed within fifteen 

(15) working days of receipt of the written complaint by the EEO Officer.  
 

4. The EEO Officer shall forward the report in writing to the Superintendent along with a 
copy of the complaint and the response (if any) by the person(s) alleged to have engaged 
in the discriminatory or harassing conduct. The report shall include the name(s) of the 

individual(s) bringing the complaint and against whom the complaint is made, as well as a 
description of the nature of the conduct complained of, a description of the investigation 

conducted along with findings of fact based upon such investigation. The EEO Officer's 
report shall also contain recommendations for resolution of the complaint. 
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EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT PROCEDURE (continued) 
 

5. Within ten (10) working days the Superintendent may accept, modify, or reject the 
recommendations of the EEO Officer. The Superintendent's decision shall be in writing, 

and shall be provided to the individual(s) making the complaint and against whom the 
complaint is made. 

6. Any individual making a complaint under this section or against who a complaint is brought 

who is dissatisfied by the decision of the Superintendent may submit the complaint in writing 
to the School Board within five (5) working days following such decision. Following a timely 

submittal the Board shall hear the complaint at the next regularly scheduled meeting. The 
only issue shall be whether the decision of the Superintendent should be upheld, modified, 
or abated. 

7. Although any student, parent, applicant or employee is encouraged to attempt to resolve 
the issue through utilization of these procedures, nothing in this policy shall prohibit any 

student, parent, applicant or employee from filing a complaint directly with the Alaska 
Human Rights Commission, Equal Opportunity Commission, Office of Civil Rights, or filing a 
timely grievance through an applicable collective bargaining agreement. After exhausting 

these procedures an aggrieved person may also file a complaint with the Commissioner of 
Education on a form provided by the State Board of Education.  

 
MATANUSKA SUSITNA BOROUGH SCHOOL DISTRICT   

Adoption Date: 08/07/95 
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Mat-Su Email Charter 
 
 
 

 

 
How do you best use email? What are our standards? Find out today! 

 

Every employee is responsible for making sure his or her email communication is 
clear and understandable.  The recommended following practices will help the 

school district move towards efficiency through email usage, especially as we 
transition to the Microsoft Outlook mail system. 

 

Start at the Beginning: Subject Line 

 

 Subject lines need to clearly state what the email is about 
 Change the Subject line every time you change the subject of a message so the 

recipient can quickly identify the new message, it is very poor email etiquette to 

leave the subject line from the original message and change the subject matter, it 
is misleading and confusing. 

 Do not change the subject line if your email is a reply or follow up to the same subject 
this will allow you to find all related message quickly, in this case try to use the exact 
wording used in the initial email message subject line. 

 If the message is short, write the entire message in the subject line, if you can 
keep your message to just the subject line end the line with EOM (Stands for End 

of Message) to notify the reader that they do not need to open the message. 

 

First Rule of Thumb 

 

 Never say anything you do not want broadcast to the world. Examples of e-

mail faux pas are endless. There was the research coordinator who bad-mouthed her 
boss in an e-mail... and sent it to the printer in her boss's office; or the HR executive 

who intended to send a layoff list to her boss, but instead, sent it to "All users." How 
about the public relations manager who sent an off-color joke to a co-worker -- but 
instead it went to the entire company, including national and international offices? 

 

Do Not Include Personal Information About Students or Staff 

 

 Privacy rules and regulations surrounding the disclosure of student information are 
strict.  Your best rule of thumb is to never identify students by name or using 
information that will allow others to determine who any student is. 

 Discussing sensitive student information using email may lead to disciplinary 

action if it is determined that you violated their rights or jeopardized their right 

to privacy. 

 Using email to discuss sensitive staff issues may also be a violation of their right to 

privacy and should not be done in a manner that might violate their rights to privacy. 

District email is fully discoverable and may be requested in legal proceedings, under 
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several different sections of the Freedom of Information Act, both State and Federal.  

Please remember that you must always have no expectation of privacy when using 

any email system. 

What is my email about? Content 
 

 Include one subject per email! Do not lump information on two or more topics in one 
email. 

 Make sure the subject line reflects the content of the email 

 Write brief responses. Aim for no more than two sentences and put the critical text in 

bold text these always get read. 

 Ask yourself if email is the best way to communicate your message.  Don’t dismiss the 

value of a meeting or phone call. 

 Do not send an email more than a page long.  If it is more, attach a document, 

phone, or meet in person instead. 

 Consider long sections of historical text from emails that have been circulated before 

sending a message. 

 Don’t use email to achieve consensus on a subject – it will go on forever. 

 You should not use email to cover your actions, if you feel you must record something 
you did “just in case”, do a personal date time stamped memorandum for record or send 

an email to yourself, do not clutter your peers’ in boxes with mail designed to protect 
you. 

 
o An exception to this rule is when it is important to keep documentation related 

to another governmental agency, personnel action, school, or policy.  In these 
cases, it is important to have a trail to which you can refer.  Many times, we must 
reference discussions or recommendations we have had to support various 
actions. 

 

Watch your language 

 

 Use a polite, conversational tone darn it!  Please and thank you matter. 

 Spelling and grammar matter!  Use spell-check and re-read your message before sending 
it 

 Do not use all UPPER CASE letters.  It’s the equivalent of yelling at someone. 

 Avoid sarcasm and anger in an email.  Once an email is sent, you can’t get it back and 
it can easily be forwarded to someone else, with your name attached. 

 It’s ok to use humor in your messages but don’t overuse emoticons, smiley faces, 
exclamation marks or forward chain emails. 

 

Is this urgent? 
 

 Do not use e-mail only for urgent communication or when you need a response 
in a day. 

Pick up the phone and talk to the person 

 Only use the High Priority Indicator for true priority situations.  A High Priority 

message should not be the sole method of communication. 

 If you do need to send someone urgent information to review, phone them and tell them 

it is coming.  Tell them the subject of the message so they can find it. 
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How do I respond? 

 

 Help organize your inbox by using Acronyms at the start of subject lines to identify action 
items and other important messages.  For example: RSVP = Response required.  FYI = 

for your information, no action required.  URGENT = indicates the message is urgent, 
however consider using the phone for this instead. 

 You do not need to send acknowledgement replies like OK or Thanks to all emails 

received.  If you really want to say “Thanks” do it in person or put it in the subject line 
 Word your email to elicit a specific response to cut down on unnecessary 

responses. 
For example, “Please respond only if you want to be part of this event”. 
 

Is it really attached? Should it be? 

 

 If you are sending an attachment larger than 5MB to a large group, consider putting it on 
a shared drive, the District Website, or the SharePoint server (to be installed by fall 2012) 
with a link to the location. 

 If you send a large attachment, indicate what is in the file and where the recipient should 
look 

 Graphics and attachments are fun, but they slow down your ability to download 
messages when you are not on the District network.  Use them sparingly because they 
take up lots of network and server space and slow down things for people with 

smartphones. 
 

Who do I say it to? 
 

 Make sure that individuals you need a response from or wish to take action are in 

the “TO” line of your message, otherwise it may be ignored 
 Only include those who need to see a message, use common sense! 

 Carefully consider why you need to send an email to more than four (4) people. 

 Do not send to everyone unless it is appropriate (ie: When you need to keep 

someone informed of an issue.) 

 Do not use general distribution lists, which include people who do not need to see the 

message. Instead, set up your own ‘targeted’ distribution lists within your personal 

GroupWise Address Book and Outlook Address Book, after the transition. 

 Do not automatically use “Reply to All” unless absolutely necessary.  Reply to the 

Originator of the message who can consolidate replies and circulate them if necessary, 

when using “reply all” consider deleting those individuals who do not need to receive the 

message. 

 If you get emails you don’t need, ask the sender to take you off the distribution list. 

 In some cases it may be necessary to include co-workers in case an anticipated 

leave is coming up. 
 For IT Support, communicating with multiple staff may be necessary for a quick 

resolution of the issue. 
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Use HTML format for your messages. 

 

 Our server handles HTML format for messages, make this your default for all 
messages for both sending and receiving.  It is the most clear of formats, much 

easier to read than Rich Text, or Plain Text and you can use almost all word features 
within this format making your messages once again easier to read.  It also ensures 
that sizes and fonts look the same to your reader as they do to you the sender. 

 For a user friendly interface, make Microsoft Word your email editor so that you can use 
spell check and other formatting features when composing email. (This is not currently 

available in GroupWise, but will be in Outlook) 
 Use Verdana 10 or 11 pt. font when composing email 

 

This is me, signing off 

 
 Set up your signature so it includes your name, title, and preferred phone number. 

Signatures should be in this format:  
 

 [First Name] [Last Name] – [Job Title/Position] 

 Matanuska-Susitna Borough School District 
 Ph: 907-[phone number] | Fax: [fax number] 
 www.matsuk12.us 

 
 Example: 

 

 Sam Smith – 1st Grade Teacher 

 Matanuska-Susitna Borough School District 
 Ph: 907-555-1234 | Fax: 555-9876 
 www.matsuk12.us 

 
 Email signatures should not include: 

- Photos 
- Logos 

- Images 
- Quotes 

 Email Signatures may include:: 

- Cell phone numbers, formatted as such: 
Ph: 907-[phone number] | Cell: 907-[cell number] | Fax: 907-[fax number] 

 

How do I manage my email more efficiently? 
 

 Schedule regular email review intervals and leave your email until then.  Turn off 
your email reminders 

 If you need to be informed about messages from specific people, use the rules so you 
are informed about only these messages (i.e. your principal, your significant other, 
etc.), consider using colors to highlight messages from key personnel, use the 
“Organize” function under tools. (Outlook feature coming soon) 

 Organize your folders and apply the 4D’s:  Do it Now, Date Activate (using dated 

Tasks), Delegate (using the task manager) or Delete 
 Do not use your inbox as a catchall folder for everything you need to work on.  If 

you are deferring, date activating, or taking action, move those emails from your 

http://www.matsuk12.us/
http://www.matsuk12.us/
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inbox by creating dated tasks. 
 To avoid emails piling up, use the “Out of Office Assistant” under Tools and use your 

voicemail to notify people when you are not available.  Let your key contacts know you 
will be away. 

 

Recommended Subject Line Abbreviations/Acronyms 

 
 URGENT – Use at the beginning of the subject line and very sparingly but when it is really 

urgent that you receive a response, be prepared to pick up the phone and call if you do 
not receive a rapid response 

.    
 FYI – Use at the beginning of the subject line to let the reader know no action is required 

and that you are just providing background information. 
 
 EOM – Use at the end of the subject line to let the reader know that the entire message 

is contained in the subject line. 
 

 RSVP – Use at the beginning of the subject line to let the reader know that you are 
requesting a response. 

 
  (Same as FYI)PERSONAL – Use at the beginning of the subject line to let reader know 

the message is personal in nature. 
 
 CONFIDENTIAL – Use at the beginning of the subject line to let the reader know the email is 

confidential in nature and should not be read where others may observer the content, and 
that the message should not be shared. 
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AR 32523 EMPLOYEE AND STUDENT USE OF DISTRICT INFORMATION TECHNOLOGY 

Section 1. General 
 

The Mat-Su Borough School District recognizes technology as a productivity enhancement 
tool. Employee and student use of District information technology is a privilege, not a 

right, and is authorized only for work or education related purposes. Employee and 
student use of District information technology shall be in accordance with this regulation, 
in accordance with governing law, and in accordance with other relevant District policies, 

regulations, and procedures. By using District computers and/or networks, employees and 
students acknowledge the terms and conditions governing their use of District information 

technology. 
 
Employee and student access to District information technology may be suspended at any 

time if it is in the District’s best interest to do so, as determined by the District in its sole 
discretion. The District reserves the right to set and revise limits on employee and student 

network bandwidth usage and email and file storage on District computers. Employee 
access to District information technology shall be terminated when the employee ceases 
to be employed by the District. 

 
As used in this policy, the term District information technology includes, but is not limited 

to, District computers, personal communications devices (PCDs), email, Internet access, 
cloud resources, and social media and social networking sites. As used in this policy, the 
term computer includes, but is not limited to, as applicable, all District computers, 

computer systems, networks, computer hardware, associated peripheral equipment, and 
software purchased or developed by the District. As used in this policy, the term personal 

communication device (PCD) includes, but is not limited to, all District cell phones, 
cameras, audio/visual players, and any other hand-held electronic communication, 
computing, and data storage devices. 

 
Section 2. Privacy 

 
Because all employee and student communications, including email, and all related 
documents, data, software, and other information stored on District computers and/or on 

PCDs are authorized only for work and education related purposes, employees and 
students shall have no expectation of privacy with respect to their use of District 

information technology. The District reserves the right to monitor, inspect, copy, review, 
and/or remove files. Accessing another employee’s or student’s files is to only be done 
with the proper authorization and/or pursuant to assigned duties. 

 
Section 3. Security and Password Guidelines 

 
Network accounts are to be used only by the authorized owner of the account for the 

authorized purpose. Computers or other devices which access District data shall not be 
left unattended without logging out or locking access to the user’s account. Employees 
that are issued portable devices shall ensure they are not left in areas where they can be 

easily taken or used without authorization. 
 

Passwords are the primary form of user authentication used to grant access to District 
information systems. To ensure that passwords provide as much security as possible they 
must be carefully created and used. The following password requirements listed in this 
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section apply to all District employees.  At this time, students are not required to comply 
with these password requirements, however they are encouraged to maintain a strong 

password.  Passwords must be constructed according to set length and complexity 
requirements. As such passwords must be at least 8 characters in length and must include 

upper and lower case characters and at least one number. Passwords will have a 
maximum lifespan. As such, passwords must be replaced every 180 days. Passwords may 
not be reused any more frequently than every 5 password refreshes. Reuse includes the 

use of the exact same password or the use of the same root password with appended or 
pre-pended sequential characters. Additionally, passwords may not contain common 

words such as: password, test, guest, MSBSD, or MatSu.  
 
Employees can set up security questions at https://pw.matsuk12.us. This site will allow a 

user to select four security questions, and utilize these questions to reset their password 
in the event they cannot remember their password without having to call the Helpdesk. 

Passwords are to be individually owned and kept confidential and are not to be shared 
with others.  The District strongly encourages the use of pass phrases to assist in 
remembering passwords. For example, think of a sentence that you can remember. This 

will be the basis of your password. Use a memorable sentence, such as "Mysonisthree". 
Add complexity by mixing uppercase and lowercase letters and numbers. It is valuable to 

use some letter swapping or misspellings as well. For instance, in the pass phrase above, 
consider capitalizing the word SON or substituting the word "three" for the number 3. 

There are many possible substitutions, and the longer the sentence, the more complex 
your password can be. If you prefer, you can also substitute some special characters. You 
can use symbols that look like letters, combine words and other ways to make the 

password more complex but still easy for you to remember. 
 

Section 4. Email 
  

Because of the versatility and ubiquity of email technology, the District recognizes and has 

established the use of email as an official means of District communication. When using 
District email, employees and students shall:   

 Keep all messages as private as possible. The District and its email administrators shall 
not read email unless necessary while performing their job duties, including 
investigation of inappropriate content or as directed by the Executive Director of 

Human Resources. 
 

 Not send or forward email through a District system or network for purposes that 
violate District policy or for an illegal or criminal purpose. 
Use only an official District email account to conduct official District business. The use 

of personal email accounts to conduct District business or to represent oneself or one’s 
enterprises on behalf of the District is prohibited. 

 
 Not send or forward nuisance email or other online messages such as chain letters or 

obscene, harassing, offensive, or other unwelcome messages. Such email shall be 

reported immediately to the appropriate District administrator.    
   

 Not send or forward confidential and/or sensitive information (e.g., information 
containing Social Security numbers, credit card information, medical records, etc.). If 
using email, such information should be sent only as an attached password-protected 

and/or encrypted file.   
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 Contain genuine sender information (i.e., from whom and from where the message 
originated). Users shall not impersonate other users or user groups, real or fabricated, 

by modifying email header information in an effort to deceive recipients. Email 
spoofing is strictly prohibited.   

  
 Not send or forward potentially damaging email messages (e.g., unsolicited, mass, or 

commercial messages and/or messages appearing to contain viruses) to intentionally 

disrupt District operations. In order to prevent the spread of these types of email 
messages, the District reserves the right to terminate its connection to outside host 

servers, as well as filter, refuse, and/or discard these messages.  
 
Section 5. Responsibilities Regarding Student Internet Use 

 
District employees responsible for classes, programs, or activities involving student 

Internet access shall instruct the students, prior to allowing such access, about Internet 
safety and appropriate online behavior, including cyberbullying awareness and response 
and interacting with other individuals on social networking sites, chat rooms, etc. District 

employees responsible for classes, programs, or activities involving student Internet 
access shall also assist the students in developing skills to discriminate among information 

sources, to identify information appropriate to their age and developmental levels, and to 
search, evaluate, and use information appropriate to their educational goals. In addition, 

employees shall monitor online activities of minors, protect minors from visual depictions 
considered to be obscene and/or child pornography, or with respect to use of District 
information technology by minors, considered to be harmful to them. 

 
Section 6. Hardware, Peripherals, Software, and Programs   

   
Employees have the ability to connect and install devices and software on District 

computers. The District strongly encourages employees to check with the IT Department if 

there is any uncertainty about a device or software application prior to connecting or 

installing it onto a District device. Employees and students shall not connect or otherwise 

attach any network switching, routing or storage device (including but not limited to 

switches, routers, network hubs, access points, and network attached storage devices) 

unless expressly authorized to do so by the appropriate District technology official. 

Personally owned 3D printers are not authorized to be installed or used in the District 

without prior approval from the IT Department.  Employee installed software must be for 

work or education related purposes only and shall not cause disruption in the network. It 

is also the employee’s responsibility to ensure installation does not violate the license 

agreement for the software.  

Section 7. Confidentiality 

 
Employees shall maintain the confidentiality of all student education records and 

personally identifiable information developed, sent, received, and/or stored through the 
use of District information technology as required under the Family Educational Rights and 
Privacy Act (FERPA), Alaska Public Records Act (APRA), and all applicable District policies, 

regulations, and procedures. Employees shall also maintain the confidentiality of all 
personnel file information developed, sent, received, and/or stored through the use of 

District information technology as required under the Alaska Public Records Act (APRA) 
and all applicable District policies, regulations, and procedures. 
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Confidential student and personnel information shall be stored only on District computers. 

Such confidential information shall not be stored on an employee’s or student’s personally 
owned computer, PCD, or electronic storage device. Such confidential information shall 

not be stored on any electronic transmission or storage technology owned, controlled, or 
operated by a third party. Employees are subject to rules established by designated 
District personnel governing the types of student, employee, and volunteer information 

that may not be downloaded onto District laptop computers, PCDs, and other portable 
technology. 

 
Employees shall ensure confidential student and personnel information is disclosed only to 
persons and organizations outside the District as authorized by law and by District policies 

and regulations. Such confidential information may be disclosed within the District only to 
officials having a legitimate educational or supervisory interest in it. Toward these ends, it 

is imperative employees use District information technology correctly and carefully to 
protect against unauthorized disclosure of confidential student and personnel information. 
 

Electronic student education records are subject to inspection by a student’s 
parent/guardian and by other persons and organizations as provided under the Family 

Education Rights and Privacy Act (FERPA) and applicable District policies, regulations, and 
procedures. 

 
Section 8. Protecting Data and Systems 
 

All employees and students will do their best to ensure all software or data is virus-free 
before it is installed or loaded on a District computer system. Any detection of a software 

virus will be reported immediately to the IT Department. Lastly, employees are strongly 
encouraged to store their data on a network file share as opposed to a computer. Data on 
network file shares are backed up and protected by the IT Department and thus reduces 

the potential for lost, stolen or otherwise compromised data.    
 

Section 9.  Online Assessments 
 

Student assessments may be conducted using District technologies such as the Internet 

or audience response systems. Normally, students will use these technologies as part of 
their instructional day. Privacy and security, as defined above, along with confidentiality of 

assessment responses, are expected.  
 
Section 10.  Vandalism 

 
Any intentional act by a student that damages District technology hardware, software, 

operating systems, and/or data shall be considered vandalism and shall be subject to 
school rules and disciplinary procedures. Any intentional act requiring a person’s time to 
repair, replace, or perform corrective work on District technologies or data shall also be 

considered vandalism. 
 

Section 11. Prohibited Uses 
 

 Employees shall not use District information technology to generate, send, receive, or 

store communications, documents, data, software, or other information: 
Containing sexually oriented content or pornography, in either written or visual form, 
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that may be reasonably perceived as having the purpose or effect of stimulating erotic 
feelings or appealing to prurient interests;  

 Directing profanity, obscenities, or vulgar language toward another person or 
classification of persons; 

 Promoting violence or advocating unlawful acts;   
 Concerning the purchase or manufacture of weapons, controlled substances, or items 

unlawful to acquire and/or own;   

 Harassing, threatening, or promoting violence against another person or classification 
of persons;   

 Concerning the commercial purchase or sale of goods and/or services, or any 
commercial transaction or advertising related to the employee’s personal interests or 
profit;    

 Constituting plagiarism;    
 Defaming another person or classification of persons;   

 Violating another person’s confidentiality, or disclosing information about which 
another person has a reasonable expectation of privacy;    

 Involving impersonation or electronic transmission through an anonymous remailer;  

 Involving unauthorized access to District computers, computer files, email accounts, 
email files, or Internet sites, including social media;   

 Involving unauthorized use or downloading of software, files, or data;    
 Violating federal, state, and/or local laws, including but not limited to criminal law and 

trademark, copyright, or patent law;   
 Violating District policies, regulations, and/or procedures; 
 Interfering with the normal operation or use of District computers, email, or Internet 

access, or otherwise disrupting District operations;  
 Interfering with a school’s ability to provide educational opportunities to students. 

 
Section 12. Consequences for Policy Violation   
     

Employee: Any employee who violates this regulation and/or corresponding policies and 
procedures may have their system access privileges suspended and shall be subject to 

discipline up to and including termination of employment.  
 

Student: Misuse of personal or District technology resources while on or near school 

property, in school vehicles, and/or at school-sponsored activities, as well as the use of 
District technology resources via off-campus remote access, shall result in loss of 

computer privileges, may result in disciplinary action upto and including expulsion, and/or 
may lead to possible legal referral. Misuse is defined as any malicious attempt to 
physically deface, disable, or destroy computers, peripherals, or other network hardware; 

to harm or destroy data of another user or any other agencies or networks that are 
connected to the system; to gain access or attempt to gain access to unauthorized 

systems; or to access inappropriate materials from school or District computers. Attempts 
to bypass the District’s internet filtering software is prohibited. Student use of District 
technologies may be suspended or restricted at any time with or without cause. 

Furthermore, intentional unauthorized access and/or damage to networks, servers, user 
accounts, passwords, or other District resources may be punishable under local, state, 

and/or federal law. A school may temporarily hold, pending parental or same-day pickup, 
personal technology resources that are used inappropriately. Individual schools may 
choose to implement additional rules and regulations pertaining to the use of personal, 

networked communications resources in their buildings. 
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Section 13.  Reliability and Limitation of Liability 
 

The District makes no warranties of any kind, expressed or implied, for the technology 
resources it provides to students. The District shall not be responsible for any damages 

suffered by the student, including those arising from non-deliveries, mis-deliveries, 
service interruptions, unauthorized use, loss of data, and/or exposure to potentially 
harmful or inappropriate material or people. Use of any information obtained via the 

Internet or via District communications technologies is at the student’s own risk. The 
District specifically denies any responsibility for the accuracy or quality of information 

obtained through the Internet, including social media and social networking sites. The 
student and his or her parent/guardian shall indemnify and hold the District harmless 
from any losses sustained as the result of misuse by the student of the District’s 

technology resources. 
 

References 
 

 47 U.S.C. 201 et seq., Communications Decency Act of 1995, as amended   

 20 U.S.C. 1232g., Federal Family Educational Rights and Privacy Act of 1974, as 
amended   

 47 U.S.C. 231 et seq., Children’s Online Privacy Protection Act of 2000, as amended  
 BP 3580, District Records   

 BP 1340 and AR 1340, Access to District Records     
 BP 3523, Employee Use of District Information Technology 
 BP 3523.1 and AR 3523.1, Blogging  

 BP 3523.2 and AR 3523.2, Social Media Use   
 BP 4112.6, Personnel Records   

 BP 4119.23, Unauthorized Release of Confidential Information   
 BP 4119.25 and AR 4119.25, Political Activities of Employees   
 BP 4419.5, Electronic Communications Between Employees and Students   

 BP 5125, Student Records   
 BP 5145 Anti-Bullying/Anti-Cyberbullying 

BP 6161.4, Student Use of District Information Technology 
Employee and Student Acknowledgement: Please read the following information carefully before 
signing, thereby acknowledging you have read, understand, and agree with the terms and 

conditions for responsible student use of Matanuska-Susitna Borough School District information 
technology resources. 
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I have read and understand the Matanuska-Susitna Borough School District’s Employee and 
Student Use of District Information Technology, AR 3523. I agree to abide by all terms and 

conditions set forth in these documents. I further understand that violation of these terms and 
conditions may result in the loss of my privilege to use these educational tools and may result in 

school disciplinary action including suspension or expulsion, legal action, and/or restitution for 
costs associated with any damages caused by such violations.  
 

 
 
 
______________________________    __________________________________ 

Student/Employee Printed Name    Student/Employee ID Number/School 

 
 

 
 
 

___________________________     
Student/Employee Signature    
 

 
MATANUSKA-SUSITNA BOROUGH SCHOOL DISTRICT  

Adoption Date: 12/07/11 
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POLITICAL ACTIVITIES OF EMPLOYEES                        AR 4119.25 

 

Under no circumstances shall district employees: 
 

1. Conduct political activities on school property during duty hours or during the 
instructional day. 

 
2. Solicit campaign support or contributions on school property during duty hours or 

during the instructional day. 
 
3. Use school equipment for the reproduction of campaign materials. 

 
4. Post or  distribute  campaign  materials  on  school  property  except  in employee 

lounges. 
 
5. Permit the use of students to write, address or distribute campaign materials. 

 
6. Use District email for any political purpose. 

 
For the purpose of this section the term instructional day shall mean from one half hour 
before to one half hour after normal school hours. 

 
 
BLOGGING                                  BP 3523.1 
 

Matanuska-Susitna Borough School District web logs, commonly referred to as “blog” sites, 
provide District officials, schools, and departments the ability to publish articles related to the 
District. District blogs facilitate further discussion of those articles related to District issues by 

providing members of the public the opportunity to submit comments regarding the articles. 
Comments submitted by members of the public must be directly related to the content of the 
articles. Submission of comments by members of the public constitutes participation in a 

limited public forum. 
 
All District blogs shall be approved by the Assistant Superintendent of Instruction, or 
designee, published using approved District blogging platforms and tools, and administered by 
the  Information  Technology Department. All District  blogs  shall comply with all applicable 
federal, state, and local laws, and with all applicable District policies, regulations, 
procedures, and guidelines. 

 
All District blogs are subject to the Alaska Public Records Act (APRA). All blog sites shall clearly 
indicate that any articles and any other content posted or submitted for posting on District 
blogs are subject to public disclosure. All District blog sites shall include a notification on the 

home page that public disclosure requests must be directed to the Assistant Superintendent of 
Instruction, or designee. 

 
Relevant District records retention schedules apply to blogs and blog content. Records required 

to be maintained pursuant to a relevant records retention schedule shall be maintained for the 
required retention period in a format that preserves the integrity of the original record and is 
easily accessible using approved District blogging platforms and tools. Content submitted for 

posting that is deemed not suitable for posting by a District blog moderator because it is not 
topically related to the particular blog article being commented on, or is deemed prohibited  
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BLOGGING (continued) 

 

content based on the criteria set forth in this policy, shall be retained pursuant to the records 
retention schedule, along with a description of the reason the specific content is deemed not 

suitable for posting. 
 
The District reserves the right to restrict or remove any content deemed to be in violation of 
applicable District policies, regulations, procedures, or guidelines or in violation of any 
applicable laws. 

 
All District blog sites shall clearly indicate they are maintained by the District and shall 
have District contact information prominently displayed. 

 
 

CROSS REFERENCES: 

BP 3523, Employee Use of District Information Technology 
AR 3523, Employee use of District Information Technology 
BP  3523-E, Employee Terms and Conditions for  Responsible Use of  Matanuska- Susitna 

Borough School District Information Technology Resources (Exhibit) 
AR 3523.1, Blogging 

BP 3523.2, Social Media Use 
AR 3523.2, Social Media Use 
BP 4419.5, Electronic Communications Between Employees and Students 

BP 5145 Anti-Bullying/Anti-Cyberbullying 

 

MATANUSKA-SUSITNA BROUGH SCHOOL DISTRICT 

12/07/11 

 

 
BLOGGING   

 

All District blogs shall be approved by the District’s Assistant Superintendent of Instruction, 
or designee, published using approved District blogging platforms and tools, and 

administered by the Assistant Superintendent of Instruction or designee. All District blogs 
shall comply with all applicable federal, state, and local laws and with all applicable District 

policies, regulations, procedures, and guidelines. 
 
All District blog moderators shall be trained regarding the terms of this policy, including their 
responsibilities to review content submitted for posting to ensure compliance with this policy. 

 
District Blog Content 

1.       All District blog sites shall clearly indicate they are maintained by the 
District and shall have District contact information prominently displayed. 

2. Each District blog shall include an introductory statement which clearly specifies 
the purpose and topical scope of the blog. 

3.       District blog moderators shall allow blog comments topically related to the 
particular blog article being commented on and thus within the purpose of the limited 
public forum, with the exception of prohibited content listed in this policy. 

4. District blog articles and comments containing any of the following forms of content 
shall not be allowed for posting: 
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• Comments  not  topically  related  to  the  particular  blog  article  being 
commented on; 

• Profane language or content; 

• Content promoting, fostering, or perpetuating discrimination on the basis of race, 

creed, color, age, religion, gender, marital status, status with regard to public 
assistance, national origin, physical or mental disability, or sexual orientation; 

• Comments supporting or opposing political campaigns or ballot measures; 

• Sexual content or links to sexual content; 

• Solicitations of commerce; 

• Conduct or encouragement of illegal activity; 

• Information  compromising  or  tending  to  compromise  the  safety  or security 
of the public or public systems; and/or 

• Content violating a legal ownership interest of any other party. 
 

District Blog Author and Commenter Identification 

 

1. All District blog authors and public commenters shall be clearly 
identified.Anonymous postings shall not be allowed. 

2. Enrollment of public commenters shall be accompanied by valid contact 
information, including a name, address, and email address. 

3. Authentication credentials used for posting District blog articles and blog 
comments by authorized District blog authors and public commenters shall 
conform to the District’s password standard.  

 

District Blog Ownership and Moderation 

 

1. The content of each District blog shall be owned by and be the sole responsibility 
of the District school/department producing and using the blog. 

2. Comments and articles submitted to a District blog shall be moderated by an 
authorized blog moderator trained and assigned by the District school/department 
creating and maintaining the blog. 

 

 

BLOGGING (continued) 

 

District Blog Comments and Responses 

 

1. All District blog articles and comments shall be reviewed and approved by an 
authorized District blog moderator before posting on a District blog 

2. All blog articles and comments submitted for posting with attached content 
shall be scanned using  District-approved  antivirus  technology  prior  to 
posting. 

3. The linked content of embedded hyperlinks within any District blog articles 
or blog comments submitted for posting shall be evaluated prior to posting. 
Any posted hyperlinks shall be accompanied by a disclaimer stating that the 

District does not guarantee the authenticity, accuracy, appropriateness, or 
security of the link, web site, or content linked thereto. 
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Definitions 

For the purpose of this policy, the following terms are defined as provided below: 

• Blog: (an abridgment of the term web log) A District website with regular entries 
of commentary, descriptions of events, or other material such as graphics or 

video. 

• District  Blog  Author:  An  authorized  District  official  who  creates  and  is 
responsible for posted blog articles (see Blog Article). 

• Blog Article: An original posting of content to a District blog site by a District blog 

author. 

• Blog Commenter: A District official or member of the public who submits a 

comment for posting in response to the content of a particular District blog article. 

• Blog  Comment:  A  response  to  a  District  blog  article  submitted  by  a  blog 
commenter. 

• District Blog Moderator: An authorized District official who reviews, authorizes, and 
allows content submitted by District blog authors and public commenters to be posted to 

a District blog site. 

 

CROSS REFERENCES: 

BP 3523, Employee Use of District Information Technology 
AR 3523, Employee Use of District Information Technology 

BP 3523-E, Employee Terms and Conditions for Responsible Use of Matanuska- Susitna 
Borough School District Information Technology Resources (Exhibit) 

BP 3523.1, Blogging 

BP 3523.2, Social Media Use 
AR 3523.2, Social Media Use 
BP 4419.5, Electronic Communications Between Employees and Students 

BP 5145 Anti-Bullying/Anti-Cyberbullying 
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SOCIAL MEDIA USE 

 
In order to enhance communications with various stakeholder organizations and to reach a 

broader audience, Matanuska-Susitna Borough School District, its departments, and its 
schools and related organizations may utilize social media and social networking sites. 

Where appropriate, the District encourages the use of social media technology to enhance 
communication, collaboration, and information exchange to meet its mission, goals, and 

objectives. 
 
Because the District has an overriding interest and expectation in determining what is 

“spoken” on its behalf on social media sites, this policy establishes regulations for District use 
of social media. This policy applies to all District employees and approved volunteers, 

consultants, service providers, and contractors performing business on behalf of the District, 
its department, and/or its schools and related organizations. 

 

This policy applies only to District work-related social media sites and issues and is not meant 

to infringe upon personal interaction or commentary online. The District is committed to 
supporting the right of its employees to interact knowledgeably  and  socially  in  the  

blogosphere  and  on  the  Internet  through blogging and interaction in social media. 
 
All District social media sites shall be approved by the Assistant Superintendent of Instruction, 

or designee and the District’s Chief Information Officer, or designee, published using approved 
District social networking platforms and tools, and administered by the Assistant 

Superintendent of Instruction, or designee. Within the terms of this policy, the District’s 
Assistant Superintendent of Instruction and the District’s Public Information Officer have the 

joint responsibility for facilitating the District’s social media policies in compliance with 
established District policies, procedures, and regulations. This includes the responsibility to 
audit department and/or school use of social media and to enforce policy compliance. 

 
All  District  use  of  social  media  technology  and  social  networking  sites  shall conform to 

all applicable federal, state, and local laws, policies, and regulations; to all applicable District 
information technology and records management policies, regulations, and procedures; and to 
all other applicable District policies, regulations, and procedures. 

 

Because Freedom of Information Act and e-discovery laws and policies apply to social 
media  content, all District social media content shall be managed, stored, and retrieved to 
comply with these laws. The District reserves the right to restrict or  remove  any  content  

deemed  to  be  in  violation  of  this  policy  and/or  any applicable laws, policies, and/or 
regulations. District social media shall be documented and maintained in an easily accessible 

format that tracks account information and preserves items that may be considered a record 
subject to disclosure under the Alaska Public Records Act (APRA) or required to be retained 
pursuant to other federal, state, and/or local laws. 

 

District social media sites shall be monitored regularly, and prompt corrective action shall be 
taken when an issue arises that places, or has potential to place, the District at risk. 

 
Access to social media networks from within the District’s information technology 
infrastructure shall be limited to individuals performing official District business and to District 
departments and schools with sufficient information technology security controls as 
determined by the District’s Chief Information Officer, or designee. 
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SOCIAL MEDIA USE (continued) 
 

 
District social media sites shall be created and maintained in accordance with District social 

network usage standards and with identifiable characteristics of an official District site. District 
departments and schools shall be responsible for establishing and maintaining content posted  
to their social media sites and shall have measures in place to prevent inappropriate or 

technically harmful information and links. 
 

The District’s policies, regulations, and guidelines regarding internal email and employee use of 
District information technology remain in effect in the workplace. In addition, the same District 
policies, regulations, and guidelines that apply to District employees in the performance of 

their assigned duties also apply to employee social media technology use. This includes forms 
of online publishing and discussion, including, but not limited to, blogs, wikis, file sharing, user- 

generated video and audio, virtual worlds, and social networks. District employees found in 
violation of this policy may be subject to disciplinary action, up to and including termination of 
employment. 

 
Definitions 

For purposes of this policy, the following definitions shall apply: 

• Social Media: Content created and exchanged by individuals using 
accessible and scalable technologies through the Internet. Examples include, 

but are not limited to, RSS and other syndicated web feeds, blogs, wikis, 
photo sharing, video sharing, podcast, social bookmarking, mashups, 
widgets, virtual worlds, microblogs, etc. 

• Blog (an abridgement of the term web log): A District website with 
regular entries  of  commentary,  descriptions  of  events,  or  other  material  

such  as graphics or video. 
• District Author: An authorized District official who creates and is responsible 

for posted articles and information on District-approved social media sites. 
• Article: An original posting of content to a District-approved social media site 

by a District author. 
• Commenter: A District official or member of the public who submits a 

comment for posting in response to the content of a particular District article 
or social media content. 

• Comment: A response to a District article or social media content submitted 

by a Commenter. 
• District Moderator: An authorized District official who reviews, authorizes, 

and allows content submitted by District authors and public commenters to be 
posted to a District social media site. 

• Official District Email Account: An email account provided by the District’s email 

system or an approved external e-mailbox that is used for official District 
business. 

• Approved District Social Networking Site:  Refers to social networks that 
the Assistant  Superintendent  of  Instruction,  or  designee,  has  assessed  

and approved for use by District departments and schools. 
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SOCIAL MEDIA USE (continued) 

 

CROSS REFERENCES: 

 
BP 3523, Employee Use of District Information Technology 
AR 3523, Employee Use of District Information Technology 

BP 3523-E, Employee Terms and Conditions for Responsible Use of Matanuska- Susitna Borough School 
District Information Technology Resources (Exhibit) 

BP 3523.1, Blogging 
AR 3523.1, Blogging 

AR 3523.2, Social Media Use 
BP 4419.5, Electronic Communications Between Employees and Students 

BP 5145 Anti-Bullying/Anti-Cyberbullying 
 
 

MATANUASKA-SUSITNA BOROUGH SCHOOL DISTRICT 
ADOPTION DATE: 12/07/11 
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SOCIAL MEDIA USE (continued) 
 

The District’s decision to embrace social media shall be a risk-based business decision 
approved by the Assistant Superintendent of Instruction or designee and the District’s Chief 

Information Officer, or designee, and supported by a strong business case that considers the 
District’s mission and goals, audience, legal risks, technical capabilities, and potential 
benefits. Schools/departments choosing to utilize social media shall: 

 

• Have a strong understanding of the risks associated with using social media in order to 

make an effective educational or business decision; 

• Engage   the   District’s   Information   Technology   and   Risk   Management departments 

and legal counsel to assess the risks of utilizing a specific District- approved social 
networking site in comparison with the business opportunities expected; 

• Establish a well thought-out social media strategy; 

• Develop and maintain school- and department-specific social media policies and 

procedures; 

• Require authorized staff to complete social media security training; 

• Have security controls in place to protect District information and technology assets; 
and 

• Designate a social media coordinator responsible for overseeing the social media activity 
and policy compliance for each school/department. 

 

All  District  use  of  social  media  technology  and  social  networking  sites  shall conform 
to the policies, protocols, and procedures contained, or referenced, herein, and shall comply 
with all applicable federal, state, and local laws, regulations, and policies, including, but not 

limited to, copyright, records retention, Alaska Public Records act (APRA), First 
Amendment, privacy laws, employment-related laws, and District established information 

and technology and social media usage policies. 
 

Access to Social Media Networks 

 

Access to social media networks from within the District’s information technology 

infrastructure is limited to individuals performing official District business and to 
departments/schools with sufficient information and technology security controls. 

 

1. District computers, laptops, and mobile devices used to access social media sites 
shall have up-to-date software installed to protect against destructive technical 

incidents, including, but not limited to, cyber, virus, and spyware/adware attacks. 
2. The District’s Chief Information Officer, or designee, in conjunction with the 

department/school, shall make a diligent effort to provide authorized users access to 
social media networks from within department/school work sites. 

3. District-hosted websites shall not contain automatic feeds to uncensored social media 

site content. Prior to approving content for display on District websites, 
departments/schools shall have monitoring protocols in place to ensure content and links 

are appropriate and free from harmful technical attacks. 
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SOCIAL MEDIA USE (continued) 
 

Authorized Use of District Media 
 

Principals/department heads, or designees, are responsible for determining who is authorized to 
use social media on behalf of the school/department and for designating appropriate access 
levels.  

 

1. Social media network access shall be limited only to those with a clear 

business purpose to use the forum. 
2. Appropriate access levels include identifying what sites, or types of sites, the 

individual is approved to use, as well as defining capability (i.e., publish, edit, 
comment, or view only). 

3. Only the District’s Public Information Officer, or designee, and select District 
employees shall have permission to create, publish, or comment on behalf of the 
District, a department, or a school. 

4. Authorized District users shall be provided a copy of the District’s social media 
policy and shall be required to acknowledge in writing their understanding and 

acceptance of the policy’s terms and conditions. 

 

Approved District Social Media Networks 

 

Schools/departments shall only utilize District-approved social media networks for hosting 
official District social media sites. 

 

1. Social media networks under consideration shall be reviewed and approved by 
the Assistant Superintendent of Instruction, in consultation with the District’s 
Chief Information Officer, Risk Manager, Public Information Officer, legal 
counsel, and Human Resources, when appropriate. 

2. For each approved social media network, usage standards shall be developed to 
optimize District use of the site in correlation with the District’s overall mission and 
policies, procedures, and regulations. 

3. The District’s Assistant Superintendent of Instruction, or designee, shall be 
responsible for maintaining the list of approved social media networks and site-
related usage standards. 

4. Social media networks on the approved District list shall be reviewed bi- 
annually for changes to terms of use agreements and/or new and/or expired 
offerings. 

5. A school/department may request review and approval of additional social 
media networks as needed. 

 
Official District Social Media Sites 

 

District social media sites shall be created and maintained by the Assistant Superintendent 

of Instruction, or designee, in accordance with District social network usage standards and 

with identifiable characteristics of an official District site. 

1. Social media network usage standards may be obtained from the District’s Chief 
Information Officer, or designee. 

2. District social media network accounts shall be created using an official District 

email account, when possible. 
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Official District Social Media Sites (continued) 

 

3. District social media sites shall contain viable elements that identify them as an official 

Matanuska-Susitna Borough School District site. Among other items, this includes 
displaying the official District logo, school/department brands, contact information, and 
links to school/department websites. 

4. District social media sites shall display, or provide a link to, the District’s social media 
disclaimer and any applicable District policies, regulations, and/or procedures. 

 

District Social Media Site Content 
 

Schools/Departments shall be responsible for establishing and maintaining content posted to 

their social media sites and shall have measures in effect to prevent inappropriate or technically 

harmful information and links.  

1. Just as they are responsible for the content and update of their websites, 
schools/departments shall be responsible for the content and upkeep of their 

social media sites. 
2. District websites shall remain the primary and predominant source for District 

information. 
3. All content posted on District social media sites shall fully comply with all 

applicable District policies, regulations, and procedures concerning appropriate 
content. 

4. Information and comments shared through social media channels shall fully comply 
with the District’s communications policies and procedures and shall not disclose 
confidential and/or proprietary information. 

5. Sharing  or  posting  content  owned  by  others  shall  be  performed  in 
accordance with copyright, fair use, and established laws pertaining to materials 
owned by others. This includes, but is not limited to, quotes, images, documents, 
links, etc. 

6. Electronic information posted to a social media site by the District or by a member 
of the public may be considered a record subject to the Alaska 

Public Records Act (APRA). 
7. The District does not intend that social media sites be used in a way that 

guarantees the right to protected free speech. Each school/department shall be 
responsible for monitoring postings and taking appropriate action when necessary 
to protect general site visitors from inappropriate or technically 

harmful information and/or links. 
8. Social media sites that allow public comment shall inform visitors of the intended 

purpose of the site and shall provide a clear statement of the discussion topic 
introduced for public comment so that the public is aware of the limited nature 
of the discussion and that inappropriate posts are subject to removal, including, 
but not limited to, the following types of postings, regardless of format (e.g., text, 
video, images, links, documents, etc.): 

 

  Comments not topically related; 

 

• Profane language or content; 

• Content promoting, fostering, or perpetuating discrimination on the basis of 
race, creed, color, age, religion, gender, marital status, status with regard 

to public assistance, national origin, physical or mental disability, or sexual 



37 

 

orientation; 
• Sexual content or links to sexual content; 
• Solicitations of commerce; 
• Conduct or encouragement of illegal activity; Information tending to comprise 

the safety or information compromising security of the public systems; and/or 
content violating a legal ownership interest of any other party. 

 

9. Schools/departments choosing to establish a blog or allow posts from the 
schools/departments choosing to use public comments shall consult with the District’s 

legal counsel to develop specific disclaimers to meet the District’s legal needs. District 
legal counsel shall be consulted regarding removal of comments violating this policy. 

  
 
District Social Media User Behavior 

 
The same policies, regulations, procedures, standards, principles, and guidelines that apply 

to District employees in the performance of their assigned duties apply to employees using 
social media technology. 
 

1. District employees authorized to use social media technology shall do so only 
within the scope defined by their respective school/department and in compliance 
with all applicable federal, state, and local laws and with all applicable District and 
Information Technology policies, practices, and user agreements. 

2. All  District  social  media  use  shall  be  performed  within  the  District’s 
established social media guidelines. Authorized District social media users shall 
complete social media security training prior to participating in social networking 

discussions related to District business matters and shall indicate their viewpoints are 
personal and may not necessarily reflect the District’s opinion. 

3. District employees authorized to perform District social media work as part of their 
normal job-related duties shall receive pre-authorization from their supervisors to 
perform such work outside of their normally scheduled work hours as necessary. 

 

District Social Media Records Management 
 

School/department use of social media shall be documented and maintained in an easily 
accessible format that tracks account information and preserves items that may be considered a 
record subject to disclosure under the Alaska Public Records Act (APRA or required to be 

retained pursuant to other federal, state, and/or local laws.  
 

1. Schools/departments are responsible for the creation, administration, and deactivation of 
social media accounts. 

• Account password information shall be shared only with authorized District staff 
members who have been designated by the Assistant Superintendent of 
Instruction, or designee, to fulfill the role of site account administrator. 

• Passwords shall conform to District complex password requirements when 
permissible. 

• Account passwords shall be reset promptly when an employee is removed as a 
site account administrator. 

2. Schools/Departments shall maintain a record of social media sites created for District use, 

including, but not limited to: 
• A log file containing the name of the social media network, account ID,  
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District Social Media Records Management (continued) 
 

password, registered email address, date established, authorizing 
representative, and name of the person who created the account and agreed to 

the social media sites terms of use agreement and/or policy. 
• A record of the social media site’s usage agreement at the time the site was 

created and any updated versions; and 

• A list of authorized social media site content authors and editors. 
3. Electronic information posted to a social media site by the District, or a member of the 

public if permitted, may be considered a record subject to the Alaska Public Records Act 
(APRA).  

• Any content maintained in a social media format that is related to District 

business, including a list of subscribers and District or public posted 
communication, may be a public record. Schools/departments shall have 

procedures in effect to preserve published social media content.  
• The school/department maintaining the site shall be responsible for responding 

completely and accurately to any public records requests for public records on 

social media. 
 

District Social Media Records Management (continued) 
 

• Social media site content shall be maintained in accordance with its respective  
records retention schedule and in accordance with District policies, procedures, 
and regulations. If the content constitutes a public record, it must be disclosed 

to the public unless an exemption applies.  
• Posts deemed technically harmful or inappropriate per this policy shall be 

promptly documented, saved pursuant to District Information Technology 
policies regarding retention, and removed. 

4. Schools/Departments shall maintain a record of signed social media policy 

acknowledgement forms for each authorized user. 
 

District Social Media Site Monitoring 
 
School/department social media sites shall be monitored regularly and prompt corrective 

action shall be taken when an issue arises that places, or has potential to place, the District 
at risk.  

 
1. School/department social media site administrators shall review site activity and 

content daily for exploitation or misuse. 

2. Schools/departments allowing the public to post comments, links, or material 
directly onto their social media sites shall have an established process, including 

technical capability outside of the District’s network, to verify that postings meet 
the rules established in this policy. Schools/departments choosing to use public 
comments shall consult with the District’s legal counsel to develop specific 

disclaimers to meet the District’s legal needs. The District’s legal counsel shall be 
consulted regarding removal of comments violating this policy.  

3. Schools/departments shall be responsible for monitoring employee use of social 
media and social networking sites.  

4. Perceived or known compromises to the District’s internal network shall be 

promptly reported to the District’s Chief Information Officer, or designee. 
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CROSS REFERENCES 
 

BP 3523, Employee Use of District Information Technology 
AR 3523, Employee Use of District Information Technology 

BP 3523-E, Employee Terms and Conditions for Responsible Use of Matanuska-Susitna Borough 
School District Information Technology Resources (Exhibit) 
BP 3523.1, Blogging 

AR 3523.1, Blogging 
BP 3523.2, Social Media Use 

BP 4419.5, Electronic Communications between Employees and Students 
BP 5145, Anti-Bullying / Anti-Cyberbullying 
 
 
ELECTRONIC COMMUNICATIONS BETWEEN EMPLOYEES AND STUDENTS 

 

 

The District requires that all communications between District employees and students be 
appropriate and in accordance with applicable federal, state, and local laws and applicable 
District policies, regulations, and procedures. All electronic or any other communications by 

District employees to students at any time shall be professional, acceptable in content to any 
reasonable person, and limited to information that is school-related or that is acceptable to 

both student and parent/guardian. 
 
All electronic communication, including electronic mail, from a District employee at a school to a 

student enrolled at that school relative to the educational services provided to the student shall 
be made using appropriate technology. The District prohibits the use of District technology to 

electronically communicate with a student for a purpose not related to such educational services 
or that is acceptable to both student and parent/guardian. 
 
This policy is not intended to limit the use of technology as an effective teaching tool. 
 
Notification 

 

The Superintendent, or designee, shall ensure that at the beginning of each school year each 
employee, student, parent, or other person responsible for a student’s attendance be notified 
about the provisions of this policy and any related procedures or practices regarding 
communications between District employees and students. 
 

The parent or guardian responsible for a student’s attendance shall also be notified of his or her 
right to request that his or her child not be contacted through electronic communication by 
any District employee unless the purpose of such communication is directly related to the 

child’s educational services and is sent to and received by more than one student at the school. 
 

Social Networking Sites 
 

The same professional standards that dictate an adult should never be alone with a student  in  

an  isolated  space  (e.g.,  one  student,  one  teacher  together  in  an classroom with the door 

closed before or after school operating hours) shall also apply to online environments. The 
District encourages students and employees to use District-provided websites, blogs, and email 

for communication and collaboration. 
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Social Networking Sites (continued) 
 

Employees who believe mainstream social networking sites (e.g., Facebook, MySpace, etc.) add 
educational value that cannot be attained without the use of such sites shall receive permission 

to use a personal social networking site for educational purposes from the school principal and 
from the District’s Chief Information Officer, or designee. Employees shall communicate their 
intent to use the personal social networking site for educational purposes to the 

parents/guardians of their students. 
 
ELECTRONIC COMMUNICATIONS BETWEEN EMPLOYEES AND STUDENTS (continued) 

 
Professional staff using personal social network sites shall: 

 Not initiate friendships with students 

 Not discuss students or co-workers or publicly criticize District 

 Not post images that include students parental release forms on file.  

Inappropriate Communication 

The District is aware that the reputations and careers of students and educators have been 

damaged due to inappropriate communications between parties. Therefore, it is the intent of the 

Matanuska-Susitna Borough School District to ensure all District employees and students are 

made aware of District expectations and procedures regarding proper use of all electronic 

communication devices when used to communicate with each other.  

District employees shall be required to comply with all District policies, procedures, and practices 

regarding direct communications with a student. Any failure to do so may result in disciplinary 
action, up to and including termination of employment. Extreme circumstances may constitute 
willful neglect of duty.  Should an employee’s failure to comply also violate federal or state law, 

the Superintendent, or designee, shall report such violation to the proper authorities. 
 

Violations 
 
Any violation of this policy shall be immediately investigated by the employee’s supervisor.  

The investigation shall include date(s), the name of the person reporting the allegation, and 
the specific allegation made. The supervisor shall meet with the employee to document his or 

her response to the allegation. The employee shall be required to cooperate fully with the 
investigation. The supervisor shall provide all information about the investigation to the 

Superintendent, or designee. 
 
Violations of this policy or any implementing regulations or procedures may result in discipline of 

the employee up to and including termination of employment. 
 

Definitions 
 

 Electronic Communication: Includes any direct communication facilitated by computers, 

voice or text-based telecommunication devices, or both, as well as by those devices that 
facilitate indirect communication using an intermediate method including, but not limited 

to, Internet-based social networks. It shall also include transfer of signs, signals, writing, 
images, sounds, data, or intelligence of any nature in whole or part by wire, radio, 
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electromagnetic, photoelectric, or photo-optical system and pertains to both personal and 
District-issued devices.  

 Electronic Mail: The transmission of text-based information or communication by use of 

the Internet, computers, a facsimile machine, a pager, a cellular telephone, a video 

recorder or any other electronic device or means sent to a person identified by a unique 
address or address number and received by that person.  

 Computers: Pertains to any and all computers 
 Social Networks: Locations on the Internet where users may interact with other users 

(e.g., Facebook, YouTube, and other social networks available on the Internet). 
 Improper or Inappropriate Communications: Any   communication  between employee 

and student, regardless of who initiates the communication, that may be viewed as 

derogatory, sexual or lewd in content, threatening or harassing, discriminatory, simple 
fraternization, or suggestive in nature. 


