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Different people can use the same computer comfortably and safely
by adjusting the position of the chair, desk, keyboard and screen.
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Do





Wait outside the ICT room until your teacher arrives for the lesson.


Use the Learning Centre computer suite for work at lunchtimes and after College (other rooms may be available).


Put your coat on the back of your chair and your bag under the bench.


Treat ICT resources with respect - They are an expensive, valuable and essential resource.


Install, use and regularly update anti-virus software at home – Don’t bring infected disks into College.


Report any problems to a member of staff.


Change your password to something hard to guess (eg: aardvark789) – Don’t use your nickname, pet or boy/girlfriend’s name etc.


Never save work only to floppy disk - always use your user area in College and hard drive at home.


Log off properly when you have finished.


Leave your workstation tidy with the chair pushed up to the bench and return headphones etc at the end of the lesson.


See ICT Technical Staff at lunchtime if you are having any problems with your user account or accidentally delete your work.


Consider your own health and safety when using ICT equipment…


Adjust the height of your operator chair so that your feet are flat on the floor.  The backrest should be about 5 degrees from the vertical.


Don’t work continuously on a computer for more than 55 mins per hour.


Regularly look away from the monitor to allow your eyes to refocus.


Use a ‘light touch’ when typing and avoid lots of repetitive mouse clicking –This will help prevent repetitive strain injury. 


Have a go at these excellent ICT Health & Safety activities on the web: www.learninglink.ac.uk/keepfit





When using computers…








Sources of images www.learninglink.ac.uk/keepfit/ and www.bbc.co.uk/bitesize





Failure to comply with any of these rules will result in disciplinary action





Tell anyone your password, use someone else’s password or trespass in their user area.


Tamper with any computer settings.


Remove, damage or tamper with ICT equipment or furniture.


Attempt to fix any problems with computer equipment, even if you think you know what to do.


Install or use any unauthorised software, including games.


Attempt to transfer a computer virus.


Access, produce, publish, transfer or download any inappropriate or offensive material (eg: from the Internet).


Use offensive language, harass, insult or bully others (eg: when using email). 


Use chat rooms in College unless asked to by a teacher in a lesson (For your own safety, follow the NetSmart rules if you are using chat or instant messaging outside College: www.nch.org.uk/itok/).


Break copyright laws including copying software or another student's work.


Intentionally waste resources (eg: printing multiple copies).


Order or pay for goods across the Internet at College.


Eat or drink in an ICT room.











Don't








