Longbeach PLACE – Policy Document


1 Computer Room Policy for Tutors

a. Students are NOT to be left in computer room when tutors are not present

b. The doors must be kept locked at ALL times when tutors are not present

c. No food or drinks are allowed into the computer rooms
d. The rooms and whiteboards must be left clean and tidy after every session

e. Rolls must be returned to the filing cabinet at the end of each class
f. EXTERNAL DISKS, USB Sticks/Flash Drives must be virus checked before use.
g. Students should be encouraged to take work home on media they have supplied.
h. NO unauthorised programs are to be loaded onto computers. 

i. Copyright laws must be strictly adhered to, see copyright policy, available from reception or Longbeach PLACE web site

j. Authorised tutors only, to be issued with separate instructions for key pick up and drop off details 

k. Tutors to receive instructions for after hours emergency contacts on induction

1.1.1 On leaving, ensure that:

a. All external doors and windows in the building are closed and locked

b. Printer and computers are turned off

c. Lights and heater are turned off

d. Curtains/blinds are closed

e. Windows in the computer room are closed and locked

f. Computer room doors locked

Refer to Information Technology Co-ordinator for current instructions for server.

A charge applies for paper supplied by Longbeach PLACE Inc. in excess of regular class requirements (or users may bring their own) 
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