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Belfast Metropolitan College

IT Support Services

Laptop Loan Policy

IT Support Services are responsible for the security of all computer equipment, and ensuring the necessary precautions are taken to guarantee that equipment is not misplaced or stolen. IT Support maintains a complete asset register of all computer equipment for this purpose. 

These procedures are designed to help staff by allowing them to borrow computer equipment while still making sure it is accounted for on the asset register. No Laptop is to be taken outside College premises without a completed Laptop Loan Record and signed copy of the laptop loan policy, authorised by the nominee of a Head of Department

Borrowing Laptops

A number of laptops are available to Belfast Metropolitan College Staff for appropriate business, Research and/or Course related work.  Laptops are not available for personal use.
Each Department should maintain a laptop loan Record, containing copies of   Staff who are borrowing Laptops including a description of equipment, location, serial numbers etc. 
The form must be authorised by the nominee of the HOD and stored in the Department’s loan file. A copy should be given to the borrower and to IT Support.

Borrower Liability

The borrower assumes all responsibility for the laptop and associated equipment.  Borrowers agree not to install software, alter system hardware or software configurations or otherwise violate Belfast Metropolitan Colleges regulations relating to the use of IT facilities.

Casual abuse of a loan policy is likely to bar that user from future loans.
Installed Software

All laptops have the following software applications installed:

Microsoft Windows XP Professional, Microsoft Office Suite (Word, Excel, PowerPoint, Access), Internet Explorer and Adobe Acrobat Reader.

Any addition required software must be requested through IT Support Services

Home Internet Access

All Belfast Metropolitan College Laptops are Internet ready.  Home internet access can be achieved through use of a dial up account (which will be setup by IT Support upon request), or Broadband access via a wired or wireless Router which will be supplied by the borrower.  As USB Broadband modems are required to be connected to phone lines to complete the installation IT Support are unable to facilitate the installation of home broadband connections which use these modems on College laptops.  IT Support are also unable to setup/configure Wired/Wireless Routers or USB Broadband Modems as they are not College Property.  IT Support will not be responsible for maintaining a home broadband internet account. Any problems with home internet accounts must be directed to the borrowers Internet Provider.

Security and Safety 

Laptops must not be left unattended at any time, to do so is to invite theft.  Keep the laptops with you at all times when in public places.

When using a power adapter, make sure that the cables do not cause a hazard to yourself or others.  Similar precautions are to be taken with trailing mouse or network cables.

Be aware that any data stored on the laptop, for instance participant data, will not be secure unless special precautions are taken. Use of public wireless networks also poses similar risks to any sensitive information you may enter into web pages or emails.

Overdue and lost/Damaged Items

While there are no fines imposed for late return, be aware that doing this may inconvenience a colleague waiting to borrow the equipment. Casual abuse of a loan policy is likely to bar that user from future loans. In the event of loss or damage to the equipment, the IT Support  must be contacted  immediately (see below).  In the event of theft, a police report must be made by the borrower immediately and a completed Incident Report Form must be forwarded to IT Support. The borrower must ensure they are adequately insured for loss or damage to this equipment as the College’s Insurance policy does not extend to damage or loss outside College premises.
Maintenance

Laptops are automatically scanned for viruses and unauthorised files, but need to be kept updated regularly.  This is achieved when connected to the internet – please allow any automatic system or antivirus updates to proceed if you are informed of them during your use of the laptop.  Any problems with hardware, software or configuration are to be reported to IT Support Staff Immediately. 

Assistance

For assistance with College Laptops please use the contact details below:

IT Support Services

Room A22K

College Square East

Belfast

Tel: 028 9026(5085)
Email: IThelpdesk@Belfastmet.ac.uk 
Web: http://idesk/Login.asp 

I acknowledge that I have read, understood and agree to the above information regarding the usage of College laptops.
Signed (Borrower)_____________________________  Date___________________________
Signed (Department Nominee)_________________________  Asset Number ______________
IT Support Services – Department of Learning and Teaching Resources


