Reporting Online Tool Usage
and Securing Parent Consent Process for School Leaders
This document shows all of the steps for a school leader to inform parents of where their students’ data is
being used and to get parent consent for that data use. This document is broken into six sections:
1. Initial Steps
2. Reporting School-Wide Online Tools
3. Generating Parent Consent Letters
4. Printing Parent Consent Letters
5. Collecting and Tracking Parent Consent Letters
6. Informing Parents When Online Tools Are Added

Initial Steps
1. Insure that all of your staff have watched the
required video posted at
http://www.dpsk12.org/studentdataprivacy
The video has been updated for 2016-17, so have staff rewatch it even if they watched last year.

2. Set a date that you will be sending home parent
consent forms.
3. Inform your staff of that date and require them to
have input their tools a week before that data.

Reporting School-Wide Online Tools
4. Go to http://atm.dpsk12.org
5. Click on “District Usage Reporting”
6. Under “Staff Reporting Tool”, click on “Get
Started”.
7. Log in using your standard DPS log in.

8. Confirm your school assignment.

9. Use the “search” tool to find the online tools that
you use in your school.
10. When you find the tool you use, click “Add to my
list”.
The icons between the name of the tool and “Add to my list”
will take you to the tool itself, the DPS evaluation (if there is
one) and the review on Graphite.org
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11. The “Add to my list” button will change to “I use
this tool!”
Clicking on the red “X” will undo the selection.

12. As you report the tools that are used in your school,
you can see the list on the right side of the screen.
Clicking on the red “X” will remove the selection.

13. You can click any time on “See all of my school’s
selections”.
14. This will take you to a separate public-facing
webpage that shows parents and anyone else the
tools being used at your school.
Your teachers’ selections will also display. Tools reported by
you the principal are listed as being used school-wide.

Generating Parent Consent Letters
15. When you are ready to send home consent letters,
you can generate the letter by clicking
“Generate/edit parent consent form”.
If you do not see this link, email ATM@dpsk12.org.

16. This will take you to a new browser tab.
17. On the left side of the page, you have several
options for editing the letter.
18. You are given several options for which web
address (URL) you would like to have appear in the
letter.
All of these addresses point to the same public-facing
webpage that shows parents the tools being used at your
school.

19. If you don’t like the options for web addresses, you
can request a different URL. This link will create an
email to do so.
20. You can also select how you would like your
school’s name to appear in the letter.
21. Select the date you would like the consent forms
back.
22. Make sure your name appears as it should on the
letter.
23. Make sure your title appears correctly.

8/9/16 KA

Reporting Online Tool Usage
and Securing Parent Consent Process for School Leaders
24. When you click the “Update” button, the selections
you have made in the above steps will update to
the “Current Letter Preview”.
You can and may update this letter whenever you need to.

Printing Parent Consent Letters
25. When you are ready to print the letter, click on the
appropriate language.
It is up to you as the school leader to determine when to send
this letter home. You should do it early in the school year, but
not until all teachers have entered their online tools into the
system.

26. The letter will open up in a browser window.
27. In order to print, go to your browser’s print
command.
Every browser’s print command looks a little different. Ctrl+P
also works for Windows computers. Command+P on Macs.

28. These letters are the same letters that parents can
access on the public-facing webpage under
“Consent Letters”. Parents can print this letter
themselves if they would like.

Collecting and Tracking Parent Consent Letters
29. When all of your teachers have entered the tools
that they use, generate, print and send home the
letters.
Again, it is up to you as the school leader to determine when
to send this letter home. You should do it early in the school
year, but not until all teachers have entered their online tools
into the system.

30. As the letters are returned, signed by parents, have
your staff track this consent and the date in the
“Authorizations” tab for each student in Infinite
Campus. The field is called “Data Use with Online
Tools”
This process is very similar to tracking Internet access or
student email access.

31. Do not enter data into online tools if the parent has
not given consent.
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Informing Parents When Online Tools Are Added
32. When you add online tools during the course of the year to the list published to parents, you must notify
parents through standard school communications. Here is the language that we ask you to include in
your communications:
We have recently updated the list of online tools that one or more of your student’s teachers may use as an
online learning tool at [Enter School name here]. You can view the list here. [Enter the web address for your
school’s technology usage website]
The new online tool(s) that we have added is/are:

Please take a moment to look at the website above to view the online tools we will be u sing. Please visit any of
the websites to see what personal information the site collects. Your permission for use of your student’s data
in online tools can be revoked any time. If we do not hear from you in one week’s time, we will continue with
your permission for us to upload your student’s information into the new application(s) so that we can make
the most of its functions. If you have not previously given permission for us to share your student’s
information with online tools, your student’s information will not be shared with the new online tool(s). If you
wish to modify those permissions, please contact [Enter school contact person] to sign the consent form.
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