Computer Lab/Classroom Computer(s)  Protocol 

1. Please number all computers for identification purposes.

2. Have each student sign in when using a computer workstation. A sheet is attached, please make copies.

3. At the beginning of each session please have students  check for funtionality:

a. make sure computer boots

b. make sure CD-ROM opens

c. make sure a disk can be inserted and ejected from the Floppy Drive

d. check the keyboard for missing or damaged keys

e. check mouse for parts, functionality, etc.

4. If any problems occur students should notify the teacher. The teacher should notify the Director of Technology or the Network Administrator immediately.  Please provide the sign up sheet for the computer(s) involved at this time, along with a description of the damage, who was around, etc. 

5. At the end of each day, the teacher should  shut all computers all the way down.

6. Computer room personnel/technology lab personnel using the room should check the computers at least twice a week.

These procedures will help minimize vandalism to the computers but the biggest deterrent to computer misuse is teacher supervision.  If you notice students with different desktops, screen savers, etc. please report them to the Director of Technology or the Network Administrator immediately.

