Administrative Procedures

Judson Independent School District

C - Business and Support Services No. 2 C2
Page 1 of 8 Attachment(s):
August 20, 2018
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CONDUCT ON THE SYSTEM
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retention guidelines as instructed by the Judson ISD Records Retention Officer.

System users will be responsible for the care and operation of their systems. Computer or software issues
should be reported to the Help Desk.

System users will be responsible for following all copyright laws.

Securing all computers, mobile devices, teaching tools and removable media.

System users shall screen lock computers when they are to be left unattended.

ook W

b fanRirdeick rﬁr-:‘vt"“ g _ﬂ"‘ﬁﬂl‘ﬂﬁ‘lﬂ“‘r“&

ORI 0 O e ', " 20 (i BRI L ey

i
|

s




FATROING AOIAIH 2 LRI T 1M md A1 DAT ¢S FARL S~ 2

»
a

4 not let ap ications, , or INs remem e access sens s or
data.
b |f oy |Iblﬂmmw_rﬂa“ hi!m bﬁnn nnmnrgrniqnd QQM\( ! ﬁﬁEQQIQQ)( ﬁﬁrm(‘es and YL S) 'QEQHEQE




lhl = ]'—( j
, . J

distribution groups require authorized access that can be obtained by filling out Form C2-B: Request for
Exchange Distribution Group Access.

9. Requests for confidential personal information on students or staff members should not be honored via email. It is
critical for a personal contact to be made with any individual requesting confidential personal information. This
relates particularly to any requests for student grades, discipline, attendance, employee addresses, social security
numbers, health data or related information. At no time should confidential information ever be sent to a non-
Judson ISD email address, without being encrypted by Technology Services.
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3. res
Judson ISD starting no later than July 1, 2009, the District will begin a "retain all" approach to any employee email
sent or received. All employee email will be archived on an appliance dedicated to the task. Email will be retained on

the appliance hard drive for a period of at least 3 years for all Judson ISD staff. Additionally, all email will be stored on
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MONITORING OF DISTRICT TECHNOLOGY RESOURCES
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Opinions. advice. services. and all other information exoressed bv system users, information providers, service providers,
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the District's computer systems and networks.
‘ﬂ' ATAT R RV T T Fal ¥ = 1A% 7€ Y ™ Tkl




