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GENERAL POLICY:
All of resources are entrusted to the school by the public, government entities, and private donors.  NMSBVI expects all employees to utilize the school’s resources using  the highest ethical principles. Employees are expected to avoid any action that may be viewed as a violation of the public trust in the use of these resources; to act responsibly so that others are not deprived of access to these same resources as they perform their duties. These resources include, but are not limited to, an employee's time as well as the school’s facilities, supplies and equipment. Employees do not have a right or expectation to privacy as it relates to information or data contained on or accessed through school equipment or resources.

Guidelines: The use of the school's resources and services for non-official purposes is permitted only in compliance with the following criteria:

1. The cost to the school must be negligible.

2. The use must not interfere with an employee's obligation to carry out school duties in a timely and effective manner. Time spent engaged in the non-official use of school resources is not considered to be school work time.

3. The use must in no way undermine the use of school resources and services for official purposes.

4. The use neither expresses nor implies sponsorship or endorsement by the school.

5. The use must be consistent with state and federal laws regarding obscenity, libel, or the like, and state and federal laws and school policies regarding political activity, the marketing of products or services or other inappropriate activities.

6. Users should be aware that internal or external audit or other needs may require examination of uses of school resources or services and should not expect such uses to be free from inspection.

In applying these guidelines, each case will depend upon the particular circumstances and other important factors such as materiality or reasonableness. The ultimate control, therefore, lies with each employee's supervisor, who has direct knowledge of the behaviors and needs of the individual employee. Employees should consult with their supervisors in advance if they have any questions about appropriateness of certain practices. A supervisor's decision cannot, however, circumvent other policies and procedures that may restrict personal use beyond the limitations cited in these guidelines. For example, the use of telephones, fax machines, mail services, and vehicles must comply with existing school policies. School resources may not be used for any political activities. 
Telephones and Fax Machines:  School desk phones and fax are for business purposes. As such, personal calls and faxes should be kept to a minimum.
Cellular phones:  Cell phones are assigned to those employees whose school responsibilities require frequent absence from the office or who are required to be on call for school business outside the school day.  Program supervisors are responsible for determining when an employee requires a cell phone to fulfill job responsibilities. Upon approval by the Superintendent, a cell phone will be issued to the employee through the Information Systems & Technology (IS&T) Department.  

All cellular telephone plans will be managed by the IS&T manager as approved by the Superintendent.  No employee may approve his/her own cellular service plan.  

While school cell phones are issued for school business, personal calls made or received on a school issued cell phone are permitted. Periodically, IS&T department will audit the school’s cell phone bills. If an audit determines that an individual employee’s use of a school phone results in a cost to the school, the employee will be notified. If subsequent audits reveal no change in the employee’s pattern of phone use, the school will exercise its right to no longer allow that employee to carry a school issued cell phone.

Employees who meet the criteria for data cell phone usage as described in the school’s IS&T Technology Plan may request a data phone. An employee receiving a data phone must accept and sign the usage agreement related to cell phone usage
Mail Services:  NMSBVI postage accounts and meters must not be charged for personal and non-school-business mail.
Personal Computer Use:  The users of the computing resources are expected to take a responsible and professional approach to the use of those resources. Since the resources are shared, every client must accept the specific responsibility of minimizing the impact of one's actions on others.  The use of any school resources for support of private enterprise such as outside consulting is prohibited. Specific guidelines and policies for computer use are maintained by IS&T Department and are outlined in the Information Systems Resources and Internet Usage Agreement which must be signed by each network user and their immediate supervisor prior to access.  
Personal Use of Equipment and Supplies:  School equipment and supplies are purchased with public funds and should only be used to conduct the business of NMSBVI.  The use of tables and chairs is determined to have a minimal impact to the school.  Requests for use of NMSBVI tables and chairs may be made through a Facility Use Form and approved at the discretion of the Superintendent.    Supplies are considered consumable and should not be expended for personal use.  
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