Penn State Abington

Computer Labs Policy

PURPOSE:

Establish parameters for appropriate and inappropriate behavior while using Penn State Abington computer labs.  Establish parameters for appropriate and inappropriate use of University computer lab equipment/resources.
SCOPE:

This policy covers all Penn State Abington computer labs and equipment/resources contained therein.  Penn State Abington computer labs:  Lares, Library, Conference Center, Rydal 001, Sutherland 307, Woodland 122, 123, 132, 329, 330, 331, 333, 334, and 335.   
POLICY:

I.  General Rules of Conduct:
Food and drinks are strictly prohibited in the labs.  Computer labs are solely for University student-related work.  While in the labs, users must respect others, including other students, instructors, and computer lab support staff.  


1.  All computer labs are quiet work environments.  Users should therefore:



a. Talk softly.



b. Put cell phones on the "silent" or "vibrate" ring setting.



c. Leave the computer lab to answer or make a cell phone call. 


2.  Inappropriate use of equipment/resources includes the following (This is not a complete list.  For a more details see Penn State Administrative Policy AD20, Computer and Network Security.):


a. Viewing obscene or pornographic material.



b. Downloading, uploading or sharing anything to which the user does not 

                            own the rights. 



c. Installing or running unauthorized software/hardware, for example 



    games, password crackers, instant messaging clients, etc.



d. Using University-owned equipment/resources with outside devices, for 



     example unplugging network cable to use with personally-owned 

     laptop.


e. Using University-owned equipment/resources to violate academic 



     integrity at Penn State Abington.

II.  Failure to Comply:

Failure to comply with the rules of conduct outlined above can result in lockdown of systems and/or accounts in question.  In extreme cases, Penn State access accounts may be considered for suspension.  Specifically:

1.  For first offense, user(s) will receive a verbal warning from computer lab support staff or faculty/staff member.  If the problem persists, the user's account will be locked out for 30 minutes.  A one-minute warning will appear on the offending user's machine, during which time work/data can be saved before the 30-minute lockdown goes into effect.  Computer lab staff will record user account information.


2.  Further offenses:



a. The lock-out procedure outlined in paragraph II.1. above will be the 


    same, except the account will be locked out for one hour.   



b. The user account and other relevant information will be given to the 



    Director, Information and Learning Systems.

III.  Printing:

Printing in the computer labs is for student University-related academic projects and work.  All print jobs in the computer labs are logged; and all printing is at the discretion of the computer lab staff.  Our goal is to make sure every student at Penn State Abington has access to the necessary computer lab equipment/resources to complete all related academic work.  


1.  The following should NOT be printed in the student computer labs:



a. Flyers, advertisements or hand-outs related to University clubs, groups, 



    or associations (SGA, ACURA, etc.).  Student Affairs provides these 



    printing resources.



b. Flyers, advertisements or hand-outs not related to student University

    academic work/projects.  For example, prohibited items would be 

    related to social events, business endeavors, family announcements,

    internships, etc.

c. Print jobs that require excessive printing, thus denying other students 
    the opportunity to use computer lab printers.  For example, printing an
    entire 20-page article when the required information is contained on 
    only one or two of the article's pages.  For excessively long print jobs 
    that are legitimate, computer lab staff reserves the right to hold those 
    print jobs and process them after other students are finished using the 
    printers.

2.  Color printing guidelines:



a. Color printers are for final versions of color documents.  Students 

    concerned with formatting or spelling should proof the document on the 

    screen, make use of the "print preview" option, or print a draft version

    of the page on a black and white printer.

b. Mass printing of documents (flyers, handouts, etc.) for credit class 
    projects is discouraged.  An alternative way of displaying work to a
    class would be to sign out a data projector and laptop, or use the black 
    and white laser printers. 

c. PowerPoint files should only be printed on the color laser when they 

    contain color information that is crucial to the interpretation of the

    document.  Print PowerPoint class notes in handouts view, six slides per 

    page.

d. The color printer in Woodland room 331 is only for use by art students.

e.  The color printer and plotter in Rydal room 001 can only by used with 

     assistance from instructors or lab staff.

IV.  Computer Lab, Software, and Projector/Laptop Requests:


1.  Make all computer lab reservations by visiting or calling the Registrar's office 

(x7337). 


2.  Software requests should be made on the software request form available in Computer and Network Services, Woodland room 236.  Drop them off in room 236 or email them to Kari Williamson (kaw204@psu.edu).  Requests for spring semester and summer sessions are due no later than one month before the first day of the semester/session.  Requests for fall are due at the end of the preceding spring semester.  Computer and Network Services will take care of all other software requests as soon as possible, and as time permits.


3.  Projector and laptop requests should be made on the laptop request form available in Computer and Network Services, Woodland room 236.  Drop them off in room 236 or email them to Kari Williamson (kaw204@psu.edu).  Long term continuous projector/laptop requests should be made as far in advance as possible; ideally no later than one month before the first day of the semester/session or event.  
V.  Miscellaneous:
Limited office supplies such as staples, staplers, hole punches and paper clips are available as a courtesy.  These are for use in the computer lab.  For example: staplers, hole punches, etc. should not be taken from the lab to be used elsewhere.  The computer labs do not have the resources to give students or faculty/staff hardware, software for non-lab machines, cleaning supplies, etc.  Hardware includes items such as mice, keyboards, network cards, power cords, data (network) cables and surge protectors.  Faculty and staff who need such items for University-owned (but not lab) machine(s) should contact the appropriate person in their department.  
CROSS REFERENCES:

Other policies/guidelines which should be referenced:

AD20 - Computer and Network Security Policy

AD23 - Use of Institutional Data

ADG02 - Computer Facility Security Guideline

ADG01 - Glossary of Computer Data and System Terminology

Penn State Abington Computer and Network Services Organizational Policy

Penn State Abington Computer Usage and Support Policy

Penn State Abington Computer and Network Services (CNS) Backup Policy
Penn State Abington Administrative LAN Policy
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