
     
 
                   

Department of Technology 
 
August 2012 
 
 
Dear Parents, 
 
As a division of Fairfield University, we at Fairfield Prep share several aspects of our computer 
facilities with the University.  As such, we follow common rules and regulations, governing the 
use of facilities throughout the campus.  These rules are based on the premise that the use of 
computer resources is a privilege not a right.  Thus, this privilege will be lost if abused. 
 
Due to the essential role of technology in the academic life of Fairfield Prep the 
penalties for misuse and/or violation of the Acceptable Use Policy have been 
changed.  Please review these important changes with your son(s). 
 
 
Prep Exchange Email System 
Fairfield Prep maintains its own Exchange email system. Each student will receive an Outlook 
for Web Access (OWA) email account which can be accessed from any web browser. This is 
Prep’s official communication tool within the community allowing access to email, an official 
school calendar and a community-wide list of contacts. Using OWA, each student can create his 
own calendar items, distribution lists, and manage his own contacts and task list (To Do list). All 
teachers, administrators, staff and students will communicate using this system therefore 
students must check it regularly.  It is the ONLY email students can access using Prep’s 
network. 
 
Printer /Copier System 
Prep has a monitoring program on all printers as well as the student accessible copiers (in the 
Academic Center). Each student is issued an account number and password as well as a $7.50 
printing allowance per semester. Students who use their allowance will be required to visit the 
Business Office, (Xavier 109) for additional printing privileges. ($.05 for black & white, $.25 per 
color) 
 
Blackboard 
An essential tool used by Fairfield Prep is Blackboard, a Virtual Learning Environment (VLE), 
which supports online learning and teaching.  It enhances class communication and 
organization. Blackboard can be accessed by registered users from anywhere in the world using 
a web browser. All Fairfield Prep students and parents have Blackboard accounts.  Parent 
accounts have been marked as observers in the Blackboard system with access to course 
information. 
 
 
 
 



Turnitin.com 
Prep students are required to submit documents including homework, papers and projects to 
Turnitin.com, a website which allows teachers to reinforce proper research and citation 
methods.  Students are expected to have access to these vital tools and therefore must 
immediately pursue help if a problem arises.  Students receive ONE Turnitin.com license which 
can ONLY be registered with their Fairfield Prep email address.  Starting this year, student 
access to Turnitin.com will be through their Blackboard accounts. 
 
 
NetClassroom 
Prep parents will also have access to mid-quarter grades and report cards through 
NetClassroom, an online component of Blackbaud, our student information system. Midway 
through each quarter and at each quarter’s end, parents will be notified that grades are 
accessible. Students do have access to mid-quarter progress reports but not report cards. 
 
Acceptable Use Policy 
Each year in order for a student to be given access to our computer resources, Prep is required 
to have on file a fully executed Acknowledgement of the Acceptable Use Policy. Technology has 
become an integral part of a Prep education; therefore, a student cannot participate fully 
without an active computer account. I ask that you, as parents, review the policy with your son 
and impress upon him the intended use of our computer facilities; that is, academic pursuits.  
Responsible use of technology to foster academic growth is the goal that Fairfield Prep wishes 
to advance.  I count on your cooperation to act in concert with us to espouse this goal. 
 
As of noon on August 24, 2012 all student accounts (email, Blackboard, network) 
will be disabled until the receipt of this year’s Acknowledgement of the Acceptable 
Use Policy. This form will be collected in the Arrupe Lobby from 8:00 – 8:30 AM on 
August 27th – 31st.  You need only return the Acknowledgement page. 
 
If you have questions concerning our computer facilities or program, direct them to me at 
ckeltos@fairfieldprep.org or 203.254.4200 ext. 2538. 
 
Thank you in advance for your cooperation, 

 
Colleen Keltos, M.A., M.B.A. 
Dean of Administrative Services & Technology 

mailto:ckeltos@fairfieldprep.org


 
 

ACCEPTABLE USE POLICY 
 

Fairfield College Preparatory School makes computer resources available to its students, faculty 
and staff.  These resources must be used in a manner consistent with the school’s educational 
goals and environment.  The privilege of using computers and network resources is extended to 
specific individuals and is not transferable.  The School will revoke this privilege if users do not 
act in a spirit of mutual respect and cooperation while adhering to the policies set forth in this 
document. 
 
If a student has a question as to the appropriateness of an action, he must ask a technology 
staff member before proceeding.  Appropriate uses of computing resources are: teacher 
required activities and independent study and research (including college searches).  
Inappropriate uses include, but are not limited to the following categories: 
 

 Commercial Activities – shopping - selling and/or purchasing 
 Copyright infringement 
 Harassment – through displaying images or electronic messages which are deemed 

inappropriate in the absolute discretion of the School Administration. 
 Unlawful Use 
 User Accounts – Each student must use their own account. Any violation of this 

Acceptable Use Policy is the sole responsibility of the owner of the account. Therefore if 
students share their passwords or fail to logout, they are legally responsible for anything 
involving their account. 

 System Security – reasonable efforts must be made by all users to preserve the security 
of the Prep computers and network.  This includes maintaining a secure password.  No 
one is allowed to use or share another person’s account.  Any attempt to access 
information, files or system (network, computer) areas that are not within the granted 
security will be considered a forfeit of network privileges.  Any observed gap in security 
must be reported to the Technology Staff.  You may not exploit any gaps in Prep’s 
security. 

 Privacy – no one may seek information, browse, copy or modify files, passwords or 
storage devices belonging to others.   

 Misuse – any activity that is not academic is considered misuse.  This includes 
ALL game related activities, abusive or obscene email or excessive use of email.  The 
use of any social networking or chat websites or software is NOT allowed. Students are 
allowed to check the news, weather, and stock prices but not professional sports scores 
or fantasy sports sites. Again, if you have any questions about appropriateness see any 
members of the technology staff. 

 System Changes – Any change that might affect a computer including the downloading 
of programs, desktop preference changes, virus infection and/or physical damage is the 
responsibility of the last signed-in user.  Therefore, it is your responsibility to report 
any damage or modifications to a computer before you log on. 

 
Any use, even if not specifically mentioned, which falls within these stated categories should be 
considered inappropriate.  Ignorance is not an excuse!  If you are unsure, ask. 
 



Each individual is legally and financially responsible for any action(s) originating from their user 
account as well as the maintenance and security of their account.  Students should be aware 
that any data, files or Internet activity which they store or view on Fairfield Prep’s network or 
computers remains subject to the school’s control, and therefore can be examined, confiscated, 
or deleted in the same manner as any school property. 
 
Any user found in violation of Prep’s Acceptable Use Policy will be reported to the 
Dean of Administrative Services & Technology and the Housemaster and is subject 
to the following: 
 

 First Offense:    3 days of Administrative Detention & letter to parents          
explaining the consequence of another offense. 

 
 Second Offense:  In school suspension. 
 
 Third Offense:    Out of school suspension.  Out of school suspensions are 

reflected on the school transcript and appear in official school records. 
 

Where applicable, the student will be referred to law enforcement authorities for criminal 
prosecution and/or other legal actions, including action to recover civil damages and/or 
penalties. 
 
The absolute privacy of electronic information cannot be guaranteed and depends largely on 
the individual user.  The Dean may assume access rights to a user’s private files.  



 
 
 

Acknowledgement of the Acceptable Use Policy for the 2012 -2013 School Year 

 
I understand my responsibilities with respect to ensuring appropriate security, confidentiality 
and use of Prep’s computer and network resources. I acknowledge that if I violate the 
Acceptable Use Policy, I will lose access to Prep computers as well as its computer-based 
accounts including Blackboard for the duration of my suspension. I have read this policy and 
understand it fully. By signing below my parents/guardians and I indicate acceptance of this 
policy. 
 

User’s Full Name (please print):___________________________________ 
 
Year of Graduation: _________________ 
 
Home Phone: ____________________________________________ 
 
Parent(s) Day Phone: ______________________________________ 
 
Student’s Signature: ___________________________   Date:  _____________ 
 

Parent or Guardian 
As the parent or guardian of this student, I have read Fairfield College Preparatory School’s 
Internet/Computer Acceptable Use Policy.  I understand that this access is designed for the sole 
purpose of enhancing my son’s pursuit of Fairfield Prep’s stated education objectives.  I hereby 
give Prep permission to issue an account for my son and certify that the information contained 
on this acknowledgement is correct. 
 
Parent or Guardian’s Name (please print): ____________________________ 
 
Signature: _____________________________________________ 
 

When your son’s account is approved and established, he will be given an instruction sheet with 
all of his account information.  This form must be submitted prior to the beginning of 
each academic year. Thank you for your interest and support of Fairfield Prep. 
  

Please return this page of the Acceptable Use Policy to the Arrupe Lobby from 8:00 - 

8:30 am. August 27th – 31st.  


