Printer Use Policy
Color Printers

Appropriate Uses

· Children’s special projects that require only one page of color such as holiday cards to parents or guardians, PowerPoint or Word documents, etc...  
· Projects should ONLY be sent to the color printers with the teacher’s approval


· Covers only of children’s multiple pages of published work
· Choosing the correct size of photos so ink is not wasted

Inappropriate Uses

· Invitations to class parties, assemblies, general programs, grade level performances, thank you cards, etc.

· Incomplete “Paint” program projects (any work that could be construed as scribbling or doodling)
· Backgrounds and color fills on PowerPoint projects

· Black and White documents

· Homework assignments

· Center activity papers

· Weekly awards, (e.g. Speller of the Week)

· Year-end awards 

Retrieving Printed Documents
· Please do not send students to pick up printed materials from the printers outside your classroom
· If you need to send students to pick up special printed projects, please ask the students to see the Lab Assistant for the copies. Also, remind them not to look for the copies themselves.  The students should not enter the computer lab if the Lab Assistant is not is not in the room.
· Retrieve your copies in a timely fashion.  Copies not picked up will be placed in the scrap bin.
Black Laser Jet Printers

Appropriate Uses


Single copies of work to be duplicated on copy machines


Hard copies of emails and correspondences 

Inappropriate Uses


Multiple copies of classroom worksheets
* Just a reminder – school computers and printers are for school use only and should not be used for any personal information.
