COMPUTER ACCESS POLICY





This policy has been developed with the following points in mind:





The integrity of the software and data stored must be maintained by not allowing computer viruses or unauthorised personnel into the system.





To ensure that staff are not constantly distracted from their work to become tutors and/or troubleshooters to people on the computers.  





Computers are only available to persons who are familiar with computers, please fill in attached skills audit and submit for approval.





Enquire at reception for details of computer access times and self-paced learning options, bookings essential.





A charge applies and is payable when the booking is made.  This fee is used for the maintenance of our computers, as we do not receive Government funding for the upkeep of our Information Technology System.





People accessing Longbeach PLACE Inc. computers must be paid up Participants, with a current registration form and proof of identification.





Priority for computer access is given to current Longbeach PLACE Inc. Information Technology students.





Anyone accessing our computers must sign in and out in the book provided or have their name checked off by the Open Access Facilitator.





No food or drinks are allowed into the computer room/s.





No external disks to be brought into the computer room/s (unless virus checked by our system).  





Paper is available, a charge applies, or students may bring their own.





Internet access is available, please refer to Internet Usage Policy which is displayed in each computer area.





Copyright laws must be adhered to.





Should a computer user experience difficulty with the computer (e.g. hardware breakdown, program crash, etc.) staff must be notified immediately.  Do not try to rectify problems yourself.





All problems to be reported and/or recorded in the sign-in book and will be dealt with at a later stage.  





Persons causing damage to the computers, through neglect, not following instructions and/or not abiding by the Organisation’s rules will be responsible for the cost of repairs.





Please turn off all computers and printers after use.





Longbeach PLACE Inc. reserves the right to refuse persons computer usage.


Longbeach PLACE Inc.
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