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College of Social Sciences and Interdisciplinary Studies

COMPUTER LAB
POLICIES AND PROCEDURES

The College of SSIS currently has two computer laboratories.  The laboratory located in Amador 220 serves two primary purposes: instruction of SSIS students and an open lab for all CSUS students.  The former function is to be accomplished through the scheduling of classes via the Office of the Dean.  The latter function is to be accomplished through “non-scheduling” of classes in the facility at least twenty hours per week.  

The second SSIS computer laboratory is housed in Mariposa 1011.  Unlike the previously mentioned laboratory, this one is discipline dedicated.  The scheduling of classes is accomplished through the Office of the Dean.    

Only CSUS faculty may reserve University computing labs for classroom instruction.   SSIS faculty shall receive priority in scheduling of classes in Amador 220 and Mariposa 1011.  Only after SSIS faculty instructional needs and open lab requirements have been accommodated will requests for use of the facility by faculty from other colleges be considered.

All University policies regarding computer usage at CSUS apply to the SSIS computer lab.  These include the "Computer and Network User Code of Ethics" and "Ethical and Legal Use of Software" documents.  For a copy of these policies, please inquire at the University Computing and Communications Services (UCCS), User Services Counter, Sequoia 322.

Scheduling Procedures:

1. Please contact the SSIS Dean's Office to schedule one of the labs for instructional use as early as possible.  Decisions regarding use in the fall and spring semesters will be made each year by the date on which academic-year schedules are due.  After that date, applications for use will be entertained on a first-come, first-served basis and only to the extent that time slots are available.

2. Priority will be given to SSIS instructors who wish to schedule all sessions of a course section in the lab, as opposed to desiring use of the lab for only a select number of sessions.

3. Instructors who wish to use the lab must complete a short “Reservation of Computing Facility Form” in order to be considered for a time slot.  The form is available in the Office of the Dean.

4. Anticipated software uses and needs must be communicated to the ITC staff, normally via the “short “Reservation of Computing Facility Form,” at least eight weeks before the projected date of use.  In the case of software that is not already provided on lab computers, the instructor must provide original copies of the software and documentation.  Appropriate licensing agreements and/or serial numbers for the number of computer workstations on which the software is to be installed must also be submitted.  A brief reference guide describing the application and its basic operations should also be submitted.  This will be placed in a Lab Manual, which will be available to lab users as a reference.  Any other special instructions should also be included.   (IMPORTANT: The lab staff will need to evaluate software for lab use. Unfortunately, because of the high volume use, staffing limitations and complexity of our instructional computing labs, we may not be able to install all software packages submitted. Please contact the Dean’s Office to obtain a key or entrance code to the lab. This is non-transferable and should not be shared.  Access may be changed periodically for security reasons.)

5. 
Applications and data are not to be stored on workstations unless authorized by the ITCs.  The lab staff is not responsible for unauthorized data or applications.  Workstation hardware and software configurations are not to be altered in any manner.  The workstations will be equipped to revert automatically to their original configurations. Anything not in the original configuration on the local disk will be considered temporary and will be deleted.

Instructor’s Responsibilities:

1. It is the instructor’s responsibility to assure that the lab is not left unattended.  In the faculty member’s absence, only a qualified lab monitor can supervise the lab.  

2. All entrances to the lab must be locked and secured when the lab is vacated.

3. The lab and the workstations must be left tidy for the next users.

Questions and Emergencies:

Routine questions about the labs may be directed to the ITC or assistant as follows:

Amador 220
x83893

Mariposa 1011
x84024  

Please contact the Dean’s Office at x86504 regarding scheduling questions.

If any unsolvable problems occur during lab hours please call the extensions listed above and leave a message.   If the problem is critical, please call x83900.  Lab staff will try to correct the problem as soon as possible, though not necessarily immediately.  In some instances, a lab session may have to be cancelled pending staff ability to correct the problem. 

I have read the above policies and procedures and agree to comply with them as noted.

Signature
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