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EXECUTIVE SUMMARY 
 
The Need 
 
Historically, we at the Benjamin Banneker Charter Public School (BBCPS) have lived up to our 
technology mission. Simply put, as a school we have provided a bountiful supply of state-of-the-art 
computers to our employees and students, and we have employed a staff rich in computer-using methods 
and energies. 
 
During the last Technology Plan cycle, we primarily focused on adding mobile learning devices (iPads, 
iPad Minis, and Macbook Pros) into the hands of our staff and students. We also focused on getting 21st 
century connectivity to our school, in the form of a faster Internet signal, wireless access points in each 
classroom space, new academic subscription services to aid the learning process, and a new school 
website to central access to it all. 
 
During this three-year cycle, our focus will be on maintaining our excellent human to computer ratio, 
while embracing technologies that encourage students to be involved in creation, design, and online 
research and collaboration. We will also continue to support technologies that increase parent, and cross 
classroom/department communication, including software for RTI, IEP, and teacher evaluation. We also 
plan to open up the parent portal on our Powerschool student information system, allowing them access to 
grades, behavior reports, attendance record, medical information, and family demographics. 
 
The Structure 
 
There are no set format requirements for a technology plan; however, its content must adhere to both the 
Massachusetts Department of Elementary and Secondary Education’s (DESE) six Technology Plan 
Benchmarks and the Schools and Libraries Division (SLD) E-Rate Technology Plan requirements. 
 
According to the DESE, the plan must encompass three to five school years in length, and although we 
felt that a three-year plan could not fully depict the kinds of long-term purchasing decisions that needed to 
be made, we agree with the sentiments of the School and Library Division (SLD), which states: “In view 
of the rapid development cycle of new technologies and services, schools and libraries should approach 
long-term commitments with caution, and a three-year planning cycle is appropriate under these 
circumstances.” Hence, we have chosen to write this Three-Year Technology Plan. 
 
Like other districts, we have chosen to use the DESE benchmarks as a formatting outline for our plan. By 
using these benchmarks as an outline, all of the following SLD requirements are satisfied. 
 
The Document 
 
This document is not meant to take the place of any institutional foundation documents, and hence, does 
not speak at length about our philosophy of education and school mission. Instead we use the school 
charter, vision, and mission as a steppingstone and reference point toward creating and achieving the 
technology vision and mission. 
 
We believe that technology is an excellent way to improve upon the educational process, and that this 
Technology Plan is a roadmap for increased student achievement by the creation of a rich learning 
environment aided with technology. We also believe that the implementation of this plan will require 
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additional computer hardware and software purchasing, ongoing staff professional development, and an 
annual revision of the Technology Plan. 
 
This document can be found at the following url:  
http://www.banneker.org/technology 
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BENCHMARK STANDARD 1:  

COMMITMENT TO A CLEAR TECHNOLOGY VISION AND MISSION 
STATEMENT 
 
The technology vision of the Benjamin Banneker Charter Public School is to create a rich learning 
environment where science and technology provide a means for learning and development so that our 
students are better equipped to participate in and improve upon the world in which they live. Our 
technology mission is to facilitate all parts of the educational process by providing state of the art 
technology, support, and training in conjunction with the goals laid out in our Three-Year Technology 
Plan. 
 
1A: Goals 
 
1. Integration- We will, regularly and continually, integrate technology into the curriculum in order to 
enhance the learning process as well as to comply with our school mission and the state frameworks. 
We will do so by: 

● Providing websites for teachers to use as instructional tools 
● Reviewing state Technology Standards with teachers 
● Providing in-lab technology time for each grade, lead by Technology Facilitator 
● Participating in the annual STEM Expo 
● Completing at least two rubrics with students in grades 1-6 (scoring 80% or higher on each) 
● Completing grade-level technology scope and sequence documents for teachers 

 
2. Access- We will maintain and continue to improve the technology infrastructure so that all parts of the 
Banneker community will have access to 21st-century technology. 
We will do so by: 

● Purchasing and making new audio-visual (A/V) equipment available 
● Continuing to use the full functionality of our e-mail system 
● Upgrading our instructional computers, administrative computers, system servers, and other 

necessary hardware 
● Upgrading our operating systems and software to meet the highest technology expectations 
● Meeting and exceeding all DESE ratios and requirements 
● Utilizing more Cloud-based resources 
● Purchasing more laptops and/or mobile devices, as needed 

 
3. Support and Training- We will continue to maintain and improve both professional development 
opportunities and support services so that all faculty and staff at BBCPS will have the skills and 
environment they need to ensure a positive outcome on learning. 
We will do so by: 

● Continuing the voluntary “Tech Minis” and mandatory semester-style, in-house workshops 
● Engaging outside consultants to help enhance our professional development 
● Providing professional development for new instructional and administrative software 
● Sending staff members to outside professional development 
● Maintaining our excellent technology staff to whole-staff ratio 

 
4. Community- We will actively seek out, support, and share community resources in order to achieve our 
technological mission. 
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We will do so by: 
● Seeking out opportunities for external field trips to enhance our student’s awareness of real-life 

technology careers and applications 
● Utilizing E-Rate monies for use with telecommunication, Internet, web, and infrastructure 

network components 
● Updating our webpage and Twitter page 
● Continuing to provide after-hours computer/Internet accessibility information to our students and 

parents 
 
5. Leadership- We will implement and update the Technology Plan and goals, and by doing so, support 
technology programs and initiatives that are both progressive and pertinent to the state of the world and 
the lives of our students. 
We will do so by: 

● Providing continuous and up-to-date educational technology information 
● Researching the use of mobile and handheld devices in classroom instruction 
● Continuing to support technologies that promote and facilitate communication 
● Establishing and maintaining a representative Technology Team to assist with important 

technology decisions 
● Continuing to abide by and update the Technology Plan, including accurate yearly Technology 

Profile submission to the DESE 
 
1B: Technology Team 
 
Because of the renewed commitment of the Board and the Executive Director to make technology a 
priority, the position of Technology Integration Director was created in 2005. The first priority of the new 
director was to create a Technology Plan. During the course of planning for and writing that Technology 
Plan, it became evident that an official Technology Team would be essential for future important decision 
making.  This position has not changed in the creation of this plan. 
 
The team being proposed for the term of this Technology Plan will consist of the Instructional 
Technology Director, the Technology Facilitator, the Computer Technician, the school’s Executive 
Assistant, Curriculum Instruction & Support Team (CIST is comprised of math and literacy coaches, 
science and technology staff, and various other directors), the Executive Director, and mentee teachers 
(who are stakeholders in both our mobile technologies, 1:1 initiative, and various technology trainings). 
 
The school’s Technology Team is in constant communication with each other regarding the technology 
needs of the school. The members of the team represent a variety of positions here at the Banneker, and 
because of the close proximity in which we work, we are able to quickly and efficiently identify our 
school’s technology needs. 
 
The new Technology Team’s three primary responsibilities are: 

● Providing support and accountability to the Technology Integration Director and school 
leadership to ensure the Technology Plan is being followed 

● Reviewing and updating the Technology Plan annually 
● Evaluating the following year’s budget request 

 
The annual revisions of the Technology Plan will be submitted for comment and approval to both the 
Executive Director and Board of Trustees of the school, and then onto the DESE.  The goal of these 
revisions is to keep the Technology Plan up to date with the changing world of technology and with the 
purpose and philosophy of the Benjamin Banneker Charter Public School. 
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1C: Needs Assessment 
 
The best way to discover products and services that will improve teaching and learning is to pay attention 
to the market and like institutions, as well as to attend external trainings. Some of these products and 
services begin as initiatives from the Technology Department, some begin from our Leadership Team or 
CIST, but some also grow organically from our staff. 
 
Under our BYOT philosophy, unknown technology purchases are rolled out very slowly. Small cohorts of 
teachers pilot equipment in the first year, and if the equipment is found to be useful, other cohorts later 
embrace these technologies. This pilot period is the very heart of the BYOT initiative. Surveys and 
informal feedback throughout the year guide the Technology Department to make conclusions regarding 
the efficacy of each product. 
 
All products and services are purchased with the following criteria in mind: price, prior experience, 
qualifications, management capabilities, and our environmental objectives. 
 
1D: Budget 
 
Below is a summary of the district’s line item budgets from July of 2013 to June of 2015 
(projected): 
 
Each year of the last technology plan allocated ~$107,000 to maintain the equipment replacement plan on 
existing computers and subscriptions. In addition to the plan, new projects were rolled out, including: 
laptops or iPads for each instructional staff member, and iPad cart, iPad minis for each K-2 classroom, the 
expansion of the 1:1 laptop program from one sixth grade classroom across four grades (8 classrooms), 
and the various equipment to maintain each of these programs. 
 
Below is a summary of the district's proposed line items for the duration of this plan: 
 
The past 3 year technology plan allocated ~$107,000 each of its duration. As well, amounts from $40,000 
to $80,000 were spent on various technology projects at the end of fiscal years as surplus monies were 
identified. This plan lays out how to best maintain current programs, while giving room for embarking on 
small design related pilots. 

 
Year 1: $191,069 
During the 2015-2016 school year, we will: 

• Replace the 2.66 GHz classroom and office machines 
• Replace some staff laptops 
• Replace some staff iPads 
• Purchase the annual 3rd grade laptops 
• Replace the school file/authentication server 
• Replace the First Class Archive Server 
• Add a Minecraft Server 

 
Year 2: $193,169 
During the 2016-2017 school year, we will: 

• Replace some staff laptops 
• Purchase the annual 3rd grade laptops 
• Replace some staff iPads 
• Replace the Library computers 
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• Replace the DNS/DHCP server 
• Replace the Filemaker Server 
• Replace the Printserver 

 
Year 3: $193,269 
During the 2017-2018 school year, we will: 

• Replace the computer lab 
• Purchase the annual 3rd grade laptops 
• Replace the Innovation Lab computers 

 
For more information about our proposed three-year budgets, see Appendices: 
A. Computer Expenditures 
B. Software Expenditures 
C. Total Expenditures 

 
Past External Funding Sources: 
 

E-Rate- Since 2005, have utilized the federal E-Rate program for the following services: web 
hosting, Internet access, telecom service, and wireless telecom coverage. Our school is 
historically 90% funded based on our yearly free and reduced lunch percentages. In the last 3 
years we have received $136,979 worth of E-Rate funding. 
 

 
Future External Funding Sources: 
 

E-Rate- In coming years, we plan to continue E-Rate coverage for web hosting, Internet access 
and firewall bundle, and basic maintenance of our internal connections. The FCC will discontinue 
to fund telecommunications and cell phone coverage for future fiscal years. 
 

 
1E: Evaluation 
 
All technology products and services are purchased either through, or in consultation with, the 
Technology Department. 
 
The Technology Integration Director is a member of the Leadership Team and is an ad hoc member of 
CIST. All whole-school initiatives that do or possibly could involve a technology component are 
discussed and later implemented by these groups. 
 
Annual goals, stem from this technology plan. All Technology Department staff’s personal goals are 
directly in line with the goals that are herein laid out. 
 
In weekly Leadership Team meetings, monthly department meetings, and bi-annual goal-setting meetings, 
the progress of our school’s overarching technology goals are evaluated. Future purchases and initiatives 
that are considered appropriate, cost-effective, and sustainable are maintained. 
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BENCHMARK STANDARD 2: 

TECHNOLOGY INTEGRATION AND LITERACY 
 
2A: Integration 
 
Our district’s goal is to have at least 90% of the teachers using technology every day outside of teaching 
time. Historically, 80% of our staff is using technology outside of teaching time. We feel that our staff’s 
use of technology for research, organization, communication, and collaboration is a strength of the 
Banneker. 
 
We provided our staff with a Musts & Shoulds list  (we refer to it as our MoSCoW list). In this document, 
we explained that staff must perform certain tasks each day using our various technologies. For example, 
checking email and submitting electronic attendance on time are requirements. We feel that as more staff 
members begin using our in-house Google Apps domain, the collaboration on documents, forms, 
calendars, and data-keeping will only increase. 
 
Our district’s goal is to have at least 90% of the teachers using technology for daily instruction. 
Historically, only 40% of our staff is using technology for daily instruction. Considering 50% of staff 
utilizes either interactive white board technology or document camera technology on a daily basis, we feel 
that this percentage grossly under-represents our staff in this area.  
 
In the future we will be encouraging staff members to seek out and dedicate time to various technologies 
that include, but are not limited to website training, 3D printing and design, Google Classroom, Social 
Studies integration and various other systems level trainings. For more information about how our survey 
results help shape our professional development, please see Benchmark Standard 3. 
 
In 2010, we started giving each teacher our technology Scope and Sequence document. Enclosed is a half-
year block plan with the precise topics and technology content that will be covered. We ask for feedback 
from each of the teachers for ways to integrate what is taught in the computer lab with what is done in the 
classrooms. And though all classes have time in the computer lab with our Technology Facilitator, 
teachers are also encouraged to sign out the computer lab, mobile lab, or iPad cart for some independent 
computer time with their students. 
 
In 2014, we also began having the Technology Facilitator go into the upper grade classrooms to teach 
integrated Social Studies lessons with the teaching associates in each classroom. The freeing-up of the 
computer lab other staff members to use this whole-class technology space. 
 
2B: Technology Literacy 
 
Much like it is with our students, our goal is to move all of our teachers toward 100% technology 
proficiency. According to a recent Technology Self Assessment Tool (TSAT), only 44% of our staff is 
considered proficient (or advanced). This points out areas of improvement for our future technology 
professional development, but it also may point out a flaw in the way the TSAT is taken. In the future, we 
will look at an alternative way to assess the technology skills of our staff (based on the TSAT). 
 
These TSAT scores tell us that our teachers are able to perform basic features of the operating system, 
manage personal files, operate peripherals, troubleshoot basic technical difficulties, use the edit and 
format functions in the basic applications, create a simple multimedia project, differentiate Internet from 
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other “online” services, send e-mail attachments, explain ethical/legal uses of the Internet and computers 
to children, validate websites, use technology in the curriculum, find online resources, use 
technology/applications to organize personal data, and locate and enroll in an appropriately leveled 
technology professional development. 
 
For more information on future technology professional development plans, please see Benchmark 
Standard 3.  
 
2C: Staffing 
 
Since 2005, our school has employed a full time Technology Integration Director. This position was 
created to assist with curriculum integration, maintaining the school website and blog, technician support, 
network management, grant writing, and various other leadership responsibilities. 
 
We also employ a full time Technology Facilitator (the DESE refers to this position as an “Instructional 
Technology Specialist”). The role of the Technology Facilitator is to coach and model proper use of 
educational technology integration in and out of the computer lab. 
 
The school’s Executive Assistant is a full-time database position that handles the record keeping and 
student data (data management). The CIS Team provides the district with a majority of our data 
assessment.  
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BENCHMARK STANDARD 3: 

TECHNOLOGY PROFESSIONAL DEVELOPMENT 
 
3A: 90% Participation 
 
In 2011, each staff member received some form of Technology professional development. A survey 
revealed that 81% of our staff received informal Technology Professional Development, such as 
coaching, mentoring, and/or co-teaching. During that time, we supplied over 300 hours of professional 
development hours to our staff. The focus was on school systems, iPad use, website training, phone 
systems, document cameras, and our in-house instructional software. Our goal will be to maintain this 
high level of required technology trainings. 
 
3B: Sustained and Ongoing 
 
Each year, we provide new staff training in the summer, a beginning of the year staff training, and our 
multiple “semester-style” trainings throughout the year. The Technology Department shares “Stay Late 
Tuesdays” with the various other departments in the school from 3:30 until 5:00 pm every Tuesday. 
 
From staff surveys we have found that teachers enjoy our technology workshops best when they are able 
to learn a skill, are given some time to use the new skill, and then are provided the opportunity to attend a 
follow-up session to enhance their knowledge on the topic. We have dubbed these sessions “semester-
style” workshops. Technology is usually assigned 4 of these sessions per year.  
 
In addition to required trainings throughout the year, we began offering voluntary “Tech Mini’s” at 7:00 
am whenever it became clear that additional training was required. The average attendance at these 
trainings is 7 staff members per session (i.e., just under 10% of our teaching staff). These sessions are 
short, and focus specifically on 2-3 talking points. 
 
Both of these models have been popular and effective at relaying new information. We will continue both 
the semester-style workshops and Tech Mini’s going forward. In addition, we have formalized our BYOT 
mentoring program under the RTTP grant (mentioned previously). In that, stipends will be paid to four 
staff members that agree to be mentored by the Technology Integration Director. They, in turn, will offer 
workshops to other staff members based on current needs, trends, and suggestions of the Technology 
Integration Director. 
 
Lastly, the Technology department has offered, and will continue to offer, external professional 
development in the form of going to the state-wide MassCUE conference and school visits. 
 
 
3C: Based on TSAT and Surveys 
 
According to our TSAT results and staff surveys, we should be pushing staff to improve the following 
skills: creating and updating a classroom website, identifying and using A/V and other technologies in the 
classrooms, identifying and downloading curricular resources, using databases to access school/student 
data, sharing educational links via e-mail, using specific assistive technology, working to tie in classroom 
instruction to instruction that occurs in the computer lab, identifying and evaluating technology resources 
in particular subject areas, using electronic conferencing tools, and applying technology professional 
development into what is done in the classroom. 
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Over the next three years, we will focus on creating and training staff to use our hosted website solution 
and twitter, using our new student information system (and SIF client), student tracking via online 
learning management tools, effectively using mobile technologies and laptops in the classroom, 
incorporating the design/engineering principles in their teaching, and interactive display tools. 
 
3D: Admin Consideration 
 
Most, if not all technology professional development sessions are on topics that appeal to both classroom 
teachers, specialists, teaching associates, and administrators. As well, the semi annual staff surveys seek 
out data and opinions regarding professional development for administrators. As needed, additional 
sessions are added for admin personnel. Many times this includes productivity tools and database 
systems. 
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BENCHMARK STANDARD 4: 

ACCESSIBILITY OF TECHNOLOGY 
 
4A: Hardware Access 
 
Over the course of the last 3 year technology plan, we vastly increased the number of computing devices 
in the school. Our current computer-to-human ratio of 1 to 1 far exceeds the previously held DESE 
recommendations of below 5:1. We will continue to follow DESE recommendations to have an 
equipment replacement cycle of less than five years. 
 
At the Benjamin Banneker Charter Public School, we believe that there is more to a “technology-rich” 
classroom than just computers. We seek out hardware that aids teachers, such as assistive devices (e.g., 
iPads, Alphasmarts), interactive whiteboards (e.g., Promethean boards), document cameras, and 
AppleTVs. 
 
4B: Internet Access 
 
Sufficient access to technology resources is one of our priorities. The current facilities of the Benjamin 
Banneker Charter School provide both the electrical and networking foundations (including wireless 
options) to provide connectivity to 100% of our computers. We do so through a 50 Mbps Verizon SES 
fiber run to the Internet through Merrimack Education Center. The DESE recommends 100 Mbps per 
1,000 users. We well exceed the DESE regulations on this front. 
 
4C: Networking (LAN) 
 
Our network backbone switches are Cisco Catalyst 3750 and 3560 10/100/1000T in both buildings. The 
link between the two buildings is optical fiber. In terms of telecommunications, we have eight digital 
phone lines and one analog fax line that utilize a Cisco Call Manager Express phone system and Unity 
Express voicemail systems. We have a Cisco IP 7941 for each classroom/administrative office. The front 
desk phone is a 7961 with a 7914-expansion module. The admin conference room is a Cisco IP 
Conference Station. 
 
The entire network backbone will be upgraded in February of 2014. Therefore, no future upgrade will be 
necessary during the duration of this technology plan. 
 
4D: Access to the Internet Outside of the School Day 
 
Although we have no dedicated staff members manning the computer lab before and after school, we do 
have several people on staff that work with our after-school program. In this program, students regularly 
work on schoolwork and have access to the Internet for a few hours after the official school day has 
ended. 
 
Although students are not allowed to take school equipment home, we have provided a “Points of 
Access” document on the website that provides a comprehensive list of where students and parents can 
access the Internet outside of school. 
 
Our “Points of Access” document can be found at the following URL: 
http://www.banneker.org/technology 
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4E: Staffing 
 
At Banneker, we have one full time Computer Technician for our 443 Internet enabled devices. The 
Computer Technician, with the assistance of the Technology Integration Director, is responsible for 
keeping all of the computers and network functioning at all times.  
 
Our turnaround on technical support is far superior to the state-recommended 24 hours. We continue to 
support our staff with onsite coverage from 7:30am until 6:00pm, and remote support 24 hours a day. Our 
yearly Operations Survey places the Technology Department at the top of all of our service-based 
departments. 
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BENCHMARK STANDARD 5 

VIRTUAL LEARNING AND COMMUNICATIONS 
 
5A: Innovative Strategies for PD 
 
Our district is comprised of only one campus (one school building and one administrative building). 
Utilizing distance-learning applications is unnecessary at the Banneker. That said, as discussed in 
Benchmark Standard 3, we allow our staff to choose which of our semester-style workshops they attend.  
 
We mentor and involve our own staff to teach courses based on ongoing BYOT projects and various other 
“best practices.” We involve outside agencies, such as the Highlander Institute in our PD workshops. We 
also attend multiple conferences and visit many schools to get ideas for new, high quality PD. 
 
5B: Video Learning 
 
Here at Banneker, we are in no shortage of either in-house or external “IP-based, video learning.” Some 
of our in-house tutorial and tracking virtual learning applications include: Riverdeep’s Destination Math 
and Reading, Lexia, FastMath, and Type to Learn. 
 
In addition, we also purchase annual subscriptions to IXL, Study Island, Discovery Education, Enchanted 
Learning, and BrainPOP. Recently, subscriptions to ReadingAtoZ, PebbleGo, and 
Superteacherworksheets have been added 
 
5C: Classroom Applications 
 
Bandwidth was increased in the summer of 2013 to accommodate the previously-mentioned web-based 
video learning sites, as well as various simulations and field trips. As well, in 2014 we opened up 
YouTube access for our Local Area Network (LAN). 
 
As our school’s reach into the Cloud increases in the years to come, online simulations, field trips, and 
collaboration tools (e.g., Google Apps, iCloud) will only increase our need to have a higher-capacity 
bandwidth. We will continue to support our teachers’ interest in these enriching virtual experiences. 
 
5D: Up-to-Date Website 
 
The Benjamin Banneker Charter Public School maintains a website through Squarespace. As well, we 
provide classroom websites through the Blackboard owned Schoolcenter product. All staff members have 
access to a classroom or department website that they can maintain. They also have access to personal 
files on the school network and FirstClass e-mail both inside and outside of school. 
 
The Technology Integration Director updates our school website to make sure that all of our school, staff, 
departmental, and Board of Trustees information is up to date. In 2014, we added a school Twitter page to 
our website that provides the public with easily updated and accessible information about the Banneker 
community. 
 
Our website can be found at the following URL: 
http://www.banneker.org 
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Our school Twitter page can be found at the following URL: 
https://twitter.com/bbcps 
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BENCHMARK STANDARD 6 

SAFETY, SECURITY, AND DATA RETENTION 
 
6A: CIPA-Compliant AUP 
 
During the summer of 2011, significant time was spent with attorneys reworking the Acceptable Use 
Policies (AUP) for students and staff. Both were included in respective handbooks.  
 
Our staff was asked to read the Staff Handbook, among other required beginning-of-the-year tasks, and 
asked to sign off on a checklist stating that they have read, and agree with the contents.  
 
Classroom teachers continue to keep track of which students have turned in the signed Student/Parent 
Handbook. Students are not allowed computer and Internet privileges until the handbook is turned in, 
signed by a guardian. 
 
Our AUP can be found at the following URL: 
http://www.banneker.org/technology 
 
6B: Internet Safety Instruction 
 
Since 2010, we have engaged K-6 students in a month-long cyber safety set of lessons that take place 
during computer lab time. The cyber safety curriculum historically used is from the California based 
group i-SAFE (isafe.org). i-SAFE is a non-profit organization dedicated to educating and empowering 
youth (and others) to safely, responsibly, and productively use Information and Communications 
Technologies (ICT). The topics included in our cyber safety month include social networking sites, chat 
rooms, cyber bullying, and many other topics.  
 
During at least one of the monthly parent meetings, the statistics we get from student assessments (during 
our cyber safety month) are shared with parents. We also provide strategies for parents to monitor and 
protect their children from online threats. 
 
6C: Protection of Personal Information 
 
The district uses Powerschool, a hosted proprietary database system, that keeps track of all student and 
staff data. This data is shared with classroom teachers via its web-based interface and through exports to 
another database program, Filemaker. Grades, IEPs, the computer inventory, and many other databases 
are accessed and manipulated through Filemaker.  
 
Both applications utilize secure traffic that encrypts personal information as it travels across the network 
and Internet. 
 
6D: Information Archiving 
 
Since regulations went in place in Massachusetts, the Benjamin Banneker Charter Public School has been 
archiving electronic communications. We utilize the Open Text Corporation’s First Class Archive Server 
to archive all messages sent and received for all staff and students (that have email). 


