Computer Room Best Practice

Computer rooms will be locked when not in use for class. Alarm will be activated.

Computers will be closed down at the end of each class, unless by prior arrangement.

Learners are always supervised in the computer room. At coffee breaks room is locked.

Food or drink will not be brought to computer room.

All IT Room users will sign up to Users Agreement. This will be organised by tutor at the start of each class block and the class master copy, signed by all learners returned to the IT Coordinator. The agreement will be discussed and tutor will ensure that learners understand the content.

At the start of each learning block all learners will be made aware of good practice for the computer room. 

A record will be kept of which PC each student uses each day either by sign in with PC number or by assigning a PC to a student for the module.

Each IT Tutor will keep learners’ files for each class in a named folder. This folder will be deleted at the end of the programme term. 

File management classes will ensure that no existing files/folders are moved or deleted and that extra files/folders are deleted. When computer settings are changed in class, original settings will be restored before the end of class. These settings are: Background: none; Screensaver: Marquee; Home page: ennis.ie. 

Learners will not download and save programs, or install software.

 Learners will be encouraged to delete their mail from Outlook Express.

Drop-in learners are permitted at the tutors discretion. They may not seek help from tutor or class learners or print without permission.

The digital projector will be allowed to cool before switching off. It will always be switched off at end of class and turned off when not in use during class.

IT tutors who wish to download/install software will ensure licences are in order and will inform programme IT Coordinator prior to so doing.

Tutors will be conscious of the economical use of ink and paper.

Problems with computers will be recorded in the Technical Support Log. If more than one PC is down, and if following class needs all PC, external technical support will be contacted by programme IT contact. Programme IT contact persons are: VTOS – Eileen; BTEI – Mike; CR&WS – Caroline.

In the event of a room inadvertently being left unlocked, learners will be asked by any member of staff to vacate the room and the door will be locked.

Where a learner is spoken to about inappropriate conduct by a tutor, the tutor will keep a written record. 

All computer room users will be aware of health and safety issues around IT use.  Health and safety:    www.mda.org.uk/health.htm  or  http://www.london-learning.net/html/session6/ 

