	[image: image1.png]Q>

2 \ 4 <

A o
Mo sepo®



Page 1 of 2
	
	ADMINISTRATIVE MANUAL

	
	
	

	SUBJECT:
INFORMATION TECHNOLOGY

                        Computer Equipment Management
	Chapter:    22


	 
	Section:      22.3


	REFERENCES:  Administrative Policy 22.5 Portable

                                      Electronic Devices
	Page:         Page 1 of 2

	
	Revised:     09-01-13



I.
PURPOSE:

The Office of Administration Information Technology Services Division (OA-ITSD) is responsible for providing technology services in support of the mission of the Department of Health and Senior Services (DHSS).  This policy provides direction for standards of computer equipment and centrally located, multi-function devices that have print, fax, and copy capabilities.  
II.
SCOPE:  Department-wide

III. PRINTER STANDARDS
A. The goal for printer to staff ratio is a minimum of 1 to 5.  Printers excluded from the ratio are specialty printers not available for general employee use.   OA-ITSD encourages the use of centrally located, multi-function devices.  In areas where printing must be secure, workgroup printers with secure-print functionality should be used to allow for confidential printing. 
B. “Personal printers” are defined as printing devices that are not connected to the network, or network printers used by one person.  DHSS discourages the use of personal printers not connected to the network for general use.  To purchase, reassign, or replace a personal printer, the user must provide to OA-ITSD a detailed justification approved by the appropriate DHSS Division Director or DHSS Department Deputy Director.  No personal printers shall be installed or purchased without OA-ITSD approval.  
C. The following categories of printers are excluded from this policy:
· printers located in a telecommuter’s home;
· specific use printers such as label printers, printers connected to test equipment, plotters, and ID Card printers;
· printers in department facilities with only one DHSS employee.
D. OA-ITSD tests and evaluates printers for suitability and functionality in the DHSS network environment.  Any variation from printer standards must be approved by the OA-ITSD Director of End User Support.
E. Additional printers will not be purchased except to replace existing printers that need replaced.  DHSS will not support increasing the number of printers already in place.   Offices should strive to reduce the number of printers in their areas.  Replaced printers will be considered non-functional and will be transferred to OA-ITSD for reassignment or surplus. 
IV. COMPUTER STANDARDS
A. Each full time employee shall be provided one primary computer for the purpose of performing their job. The term “computer” for the purposes of this policy means desktop PC, laptop, tablet, or notebook. Possessing more than one computer per FTE results in increased costs for the additional computer, software licenses, maintenance, and inventory management.  
B. Exceptions will be considered for personnel who require a laptop, tablet, I-pad, or other portable electronic device for duties outside of the normal office setting, such as performing inspections, on-site interviews, or working in off-site locations. These portable devices will only contain the necessary software for performing these functions; and may be considered a shared device. Employees with assigned laptops may request a separate monitor, keyboard, mouse, and docking station. 
C. Employees with mobile devices, laptops and tablets, must read Administrative Policy 22.5 Portable Electronic Device Policy and follow the requirements for properly accounting for their equipment. 
D. Computers connected to equipment that are necessary for the functionality of that equipment, such as laboratory equipment or imaging systems, must be clearly identified as not being a primary computer for an individual.  Such computers shall not have any software loaded on them other than what is necessary for the specific functionality. 
E. If a desktop user has a temporary need for a laptop for a presentation, or other similar situation, a temporary loaned laptop will be available from OA-ITSD or from the respective divisions.
V. DISPOSITION OF EQUIPMENT
When IT equipment is no longer needed, the DHSS employee responsible for the data is responsible for backing up any data to be retained before allowing the media to be disposed.  Procedures to surplus computer equipment are listed in Attachment A.  A signed original copy of the DH-60, and any/all back-up documentation shall be sent to the Property Control Officer (PCO) in the Division of Administration.  General Services will retain copies of all DH-60’s for a period of three years.  
OA-ITSD considers all data to be sensitive including the operating system and licensed software.  OA-ITSD will ensure that all data is removed and unrecoverable from all computer equipment.
Approved By:

_______________________________

Acting Director


