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SCHOOL IT EQUIPMENT POLICY
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Policy for Personal Computers and Printers for members of Staff in the School of Arts, Languages and Cultures.

	No.
	Type of staff/activity
	Proposed space

	1
	All FT academic and administrative members of staff (permanent)


	Own Personal Computer – laptop or workstation – choice of one or the other, not both and local b&w A4 printer.

	2
	Post doctoral fellows
	Will have access to their own Personal Computer and A4 printer or the use of the computer in the room they are occupying.

	3
	Research projects
	(i) Staff employed on fEC funded research projects/grants should be provided with a pc as a matter of course (taken from the fEC estates costs awarded in the grant)

(ii) If laptops are required by staff on both fEC and non-fEC grants the costs must be added to the grant at application stage and paid for directly from the grant

(iii) There should be no entitlement to any specialist equipment required by staff on non fEC funded grants. Such equipment must be costed in at application stage.

	4
	Teaching assistants and other Part-time staff
	Will have access to a shared Personal Computer.


Detail

Applies to all PC equipment.

· Any staff wanting to replace their PC need to firstly contact IT (65544) to see if repairs can be made to the machine or if it is adequate to run the current Faculty staff desktop image, before the School will look at providing a replacement.  On the recommendation of IT support, an upgrade may be recommended rather than a replacement.  See below for Apple Mac computer replacement.
· The School currently anticipates an optimal lifespan of 4 years for PC equipment.
· PC’s will be replaced by a standard specification at a standard price through a university approved supplier.
· Laptops will be replaced by a standard specification at a standard price.
· Specialist PC equipment must be agreed by the Head of Division and School Office Manger prior to acquisition.
· All PCs, whether purchased by the School, in part by an individual member of staff, or through a research grant belong to the university.
.

All staff should normally have their own low cost personal printer. This will be a low cost personal black and white A4 laser printer.
All of the above is governed by the funds available to the School and in turn the School Office Manager.

The School Office Manager reserves the right to adjust the requirements above if necessary depending on individuals requirements. This will normally be in consultation with the Head of School.

Apple Mac Computers

The School will as standard issue PC’s not Apple Mac computers as they are not fully supported by the University.  Any members of staff specifically requesting an Apple Mac, must contact the School Office Manger with clear justifications as to why a PC is not suitable.  The School IT budget will not support the purchase of Apple Macs due to the high cost in comparison with PCs.  If the justification for the Mac is agreed, the School will contribute the equivalent of a standard specification PC towards the cost of a Mac, currently £500.

It is recommended that members of staff requiring the use of Apple Macs for their research activities have the equipment costed in at the grant application stage.
If the University IT department are not able to offer maintenance assistance with Mac models, repairs may need to be carried out at Apple Stores.  In this instance, individuals will need to arrange the repairs and delivery themselves, including cover of all associated costs, directly with the store.
Faults, Damage & Personal Liability

All laptops and workstations purchased by the School will normally have a 3 year warranty.  Therefore any faults that cannot be rectified by the University IT department will be referred to the supplier.

The School Office will only look to replace IT equipment if it has been confirmed by the IT department or the supplier that the necessary repairs cannot be made.

If it is found that a laptop or workstation needs repairs or needs to be replaced due to personal damage, then the cost of the repairs or replacement must be covered by the individual.

Staff should contact the School Office before agreeing any repair costs with IT or other suppliers.

Note - the University no longer insures any equipment.  Therefore if a claim is made due to personal damage, the full amount must be met by the individual.
Software Licences
If for some reason software is not installed on a PC by members of the university IT department, for example either the PC or software is not supported by the university, members of staff must ensure that the licence covers work use. 

Software can be downloaded from the University Applications Software Website -http://buyit.itservices.manchester.ac.uk/universitypurchases/software/
Any software purchases requiring an account code, must be approved through the School Office.
Computer Backing Up and Archiving

The School recognises the wide range of academically important and sensitive administrative material that is distributed on the computers of individual staff members.  The responsibility for making adequate short and long term backups from their work station or laptop, however, rests with individual members of staff.  
All staff have a personal, secure storage space on the University network for saving work, known as the P: drive (as this is usually the network drive letter allocated to it). This is available wherever you log on to the campus network. 
You are also able to access your P: drive off campus over an Internet connection, using your IT username and password to log.

Assistance with backing up files can be obtained from the IT department.  There are three ways of contacting the Service Desk:
· Online: The Knowledge Base lets you find answers to common enquiries.

· Telephone: 0161 306 5544 puts you through to a member of the IT support team.

· Face to Face: Walk-up Service Desks are situated in the main John Rylands University Library and Joule Library.

Memory sticks and cds can also be obtained from the School Office.
Instructions on backing up to CD can be found at:
http://it.humanities.manchester.ac.uk/training/resources/file-management/documents/security-backingup.pdf
Secure IT Guidance

Your computer and data are exposed to a number of threats which can jeopardise the confidentiality, integrity and availability of your work.  These threats include physical theft, identity theft, theft of confidential or sensitive information to support or expose a political stance, exposure to computer viruses and malware, as well as accidental damage.

 Not only can this mean that your work is lost or corrupted, but it can have serious consequences for the University:

· Where personal data related to staff, students or research participants is involved, the University may be in breach of data protection laws and good practice which can result in large fines, significant reputation damage and cost. 

· Where research or unpublished academic material is involved, the intellectual property may be at risk. 

· Viruses which spread across the University network require hours of rectification work and may result in the University internet connections being blocked. 
· The University provides full guidance on IT security on its web pages

· http://www.itservices.manchester.ac.uk/secure-it/
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