Procedure 1-39

CHILD & FAMILY DEVELOPMENT PROGRAMS
Computer Procedure
1.
The Technology Directory of Community Action Team, Inc. is responsible for technical support, installation of software and repairs of Child & Family Development Programs, Community Action Team, Inc. computers.
2.
Authorization must be granted by the Head Start Director for installation of software and repairs to computers by any person except the Technology Director.

3.
All Center Managers must password protect their computers. Additionally, if there are any passwords on a computer (i.e. to log on, open a file, access the computer from standby or screen saver mode) the password(s) must be on file with the Technology director and in the Rainier Admin office with the Head Start Director.
4.
All computers will have a notebook binder, or plastic envelope, that contains information/documentation that is specific to that computer, located within close proximity. Notebook contents should include books, build (specification) sheet, driver and installation disks. All other program software needs to be kept with the computer it came with.

5.
All computers will have active anti-virus software. All anti-virus expiration notices will be reported to the Technology Director before expiration.

6.
When you have a computer problem, please contact the Technology Director at the CAT office for support assistance and guidance.

7.
Each staff person who uses Head Start computers will need to save their files to a disk, or a specified file on the computer’s hard drive.

8.
Please keep a list of all programs installed on the computer in the computer notebook.
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