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The Steamboat Springs School District provides:  

    

¶ On-site and remote access to all district applications via Citrix  

¶ Free Microsoft Office software available for home computers whil e 

employed in district  

¶ A District Technology Team to support our network, computers, and 

our everyday computer use  

¶ Approximately 1,000 networked computers, with computers available 

in every classroom for staff  and student use  

¶ Secondary schools: At least tw o computer labs equipped with 30 

computers in each school  

¶ Elementary schools: One computer lab and classroom mini - labs of 6 

computers each  

¶ Safari Montage video delivery to every teacherõs desktop 

¶ A student information system [Infinite Campus] with electro nic grade 

book, Messenger system,  and parent portal  

¶ On-line resources for research in Library Media Centers that are a 

part of the Marmot consortium and linked directly with Bud Werner 

Public Library  

¶ Technology training opportunities  

¶ Access to student asse ssment data [Alpine Achievement]   

¶ iPod [Take the Teacher Home] pilot  

¶ Wireless access throughout high school  

 

 

 

 

 

Our Technology Team members are:  

 

Tim Miles , Director of Technology    

Nancy Hebrank, Senior Network/Operations Engineer   

Dave Holloway, Senior Network/Operations Engineer  

Laura Anderson, Technology Integration and Support  

Cammy Ravenscroft, Technology Integration and Support  

Deb Brabenec, Data Specialist  

 

 



DISTRICT EMAIL OVERVIEW  

 
All school district employees are granted access to an Exchange email account via 
Outlook to facilitate interoffice communication and communication with parents. 
 
The school district maintains its own email server. An email account is issued to each 
employee upon employment. New employees are required to acknowledge in writing 
that they have received and read the Electronic Mail Policy. All emails are archived 
permanently. 

 
Accessing your Email 

 
 

There are two ways to access your email: 
 

1.  When you log on to a district networked computer with your user name and password, you will 
see a desktop icon.  When you click on the icon, Microsoft Outlook will open your email.    

 
 

 

 

 

 

 

 

 

Desktop icon 



 

 

2.  When you are not on the district network, you can still access your email with an internet connection.  To 

do that, you need to click on the ñNew Webmailò link in the left sidebar of the district website at 

http://www.sssd.k12.co.us   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example:  sssd\landerson 

http://www.sssd.k12.co.us/
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Electronic Mail  

 
Electronic mail is an electronic message that is transmitted between two or more computers or 

electronic terminals, whether or not the message is converted to hard copy format after receipt and 

whether or not the message is viewed upon transmission or stored for later retrieval. Electronic mail 

includes all electronic messages that are transmitted through a local, regional, or global computer 

network.  

 

All district electronic mail systems are owned by the district and are intended for the purpose of 

conducting official district business only. District electronic mail systems are not intended for 

personal use by employees of the district and employees should have no expectation of privacy when 

using the electronic mail systems.  

Users of district e-mail systems are responsible for their appropriate use. All illegal and improper 

uses of the electronic mail system, including but not limited to pornography, obscenity, harassment, 

solicitation, gambling and violating copyright or intellectual property rights are prohibited. Use of the 

electronic mail system for which the district will incur an expense without expressed permission of a 

supervisor is prohibited.  

 

Electronic messages are not for private or confidential matters. Because there is no guarantee of 

privacy or confidentiality, other avenues of communication should be used for such matters. Except 

for directory information, student records will not be transmitted by electronic mail. Care should be 

taken when forwarding an electronic mail message. If the sender of an electronic mail message does 

not intend for the mail to be forwarded, the sender should clearly mark the message ñDo Not  

Forwardò.  

 

In order to keep district electronic mail systems secure, users shall not leave the terminal ñsigned onò 

when unattended and shall not leave their password available in an obvious place near the terminal or 

share their password with anyone except the electronic mail system administrator.  

The district retains the right to review, store and disclose all information sent over the district 

electronic mail systems for any legally permissible reason, including but not limited to determining 

whether the information is a public record, whether it contains information discoverable in litigation 

and to access district information in the employeeôs absence.  

 

Except as provided herein, district employees are prohibited from accessing another employeeôs 

electronic mail without the expressed consent of the employee. All district employees shall be made 

aware that electronic mail messages can be retrieved even if they have been deleted and that 

statements made in electronic mail communications can form the basis of various legal claims 

against the individual author or the district.  
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Electronic mail sent or received by the Board, the district or the districtôs employees may be 

considered a public record subject to public disclosure or inspection under the Colorado Open 

Records Act. All Board and district electronic mail communications shall be monitored in 

accordance with the attached regulation to ensure that all public electronic mail records are retained, 

archived and destroyed in compliance with state law.  

 

The custodian of records for the district shall assist the public in locating any specific public 

electronic mail record requested and shall ensure public access to public electronic mail records 

without unreasonable delay or cost.  

 

District employees shall be subject to disciplinary action for violation of this policy and regulation.  

The superintendent shall ensure that all district employees have notice of this policy and regulation 

and that each district employee is given an acknowledgment form to sign stating they have received 

and read the policy and regulation. The form will be maintained in the employeeôs personnel file.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
LEGAL REF.: CRS 24-6-401 et seq. (Colorado Sunshine Act)  

CRS 24-72-201 et seq. (Colorado Open Records Act)  

CRS 24-80-101 et seq. (State Archives and Public Records)  

Originally Adopted: December 7, 2005  

 

 

 

 

 

 

Posted as NNP 38 on http://www.sssd.k12.co.us/common/content.asp?PAGE=259 
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Monitoring Public Electronic Mail Records  

 
Upon sending or receiving electronic mail, all users shall segregate or store public electronic mail 

records.  

 

Public electronic mail records are those that evidence the districtôs functions, policies, decisions, 

procedures, operations or other activities of the district or that contain valuable district data. 

Segregation/storage may be accomplished by creating a separate storage location for public 

electronic mail on the hard drive of the recipientôs computer or terminal, by saving public electronic 

mail to a disk or similar storage apparatus or by printing the electronic mail on paper and deleting it 

from the electronic mail system. If the electronic mail is printed on paper, that document will be 

located with other documents having similar retention characteristics and will be treated like any 

other public record of the district. If a separate storage location or disk is used, it must be clearly 

identified as ñpublic electronic mailò.  

 

All district public electronic mail records that have not previously been printed on paper shall be 

retained by the recipient for a period of 180 days. Prior to expiration of the 180-day period, the 

recipient shall notify the custodian of records for the district.  

 

The custodian shall review the electronic mail records and determine whether in his or her judgment 

the records are public electronic mail records. All electronic mail determined to be public shall be 

archived by the district in a manner that does not require proprietary software to retrieve the 

electronic mail and shall be treated like any other public record of the district. Electronic mail records 

determined not to be public records shall be destroyed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Originally Adopted: December 7, 2005  
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Telephone and Voice Ma il Overview  

 
Steamboat Springs School District uses Nortel Networksô full-featured IP phones and 
Century Telôs Call Pilot Voice Mail system.  Each district employee will be assigned a 
voice mail number.  
 
Generally, the voice mail numbers follow a numbering plan as shown below.  To access 
the district staff directly, go to http://www.sssd.k12.co.us/Resources/1928.pdf 
 
ADMIN. BUILDING 31 XX 
 
SODA CREEK ELEM. 33 XX 
STRAWBERRY PARK ELEM. 34 XX 
S.S. MIDDLE SCHOOL 35 XX 
S.S. HIGH SCHOOL 36 XX 

 
Except for the high school, incoming phones calls are set up to go directly to voice mail.  
(For phones that go directly to voice mail, another internal phones can ring directly to a 
classroom phone by using a1XXX number. This list is usually published by the building 
office staff.) 
 
When you get your voice mailbox number, you will want to initialize your box and create 
your personal greeting.  Use the Call Pilot Voice Mail Quick Reference Guide to set up 
your voice mailbox (next page). 
 

TELECOMMUNICATION GUIDELINES  
 

1) Be sure to check your voice mailbox at least twice a day. 
 

2) Keep your greetings current and up to date. Inform callers when you are on 
vacation or unavailable to check voicemail. They will appreciate knowing 
when you will be able to get back to them.   

SAMPLE GREETINGS: 

¶ Hello. Youôve reached the voice mailbox for Steve Sanders. I am 

currently unable to take your call but I would be happy to return your call 
if your leave a message. Thanks. 

 

¶ Thanks for calling the voice mailbox for Tracey Smith. I am currently on 

vacation and will not be checking voicemail till after January 4th~ Please 

call back then and I will be happy to return your call  Thanks. 

 
3) Be responsible and return peopleôs calls! 

http://www.sssd.k12.co.us/Resources/1928.pdf


 
 

 

 

 


