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Policy for Computer Usage
Hardware:
· All existing hardware is not allowed to be reconfigured/re-installed. No new hardware is allowed to be configured/installed without Computer Committee’s approval.

Software:

· All software must be licensed to the church.

· All software in the computer must be approved by Computer Committee or designate.
· Do not modify the configuration of any software or operating system.

Protection Against Virus:

· No program diskette is to be used for ordinary routine operations.  Data-only diskette is acceptable.

· Before loaded into the computer, program diskette or input medium must be virus-scanned.

· Develop the habit of scanning virus when using the computer.

· Never use software from unknown source.

· Never boot the system with a diskette.

Usage:

· The computer is for operations of church-wide related functions and data processing.  Existing development and maintenance of documents and functions on fellowship basis in a computer, are encouraged to continue to do so on user’s own computers.

· The following committees could have assigned representative who can access the computer:
1. Church Chairman

2. Church Secretary

3. Administration Staff/Intern

4. Finance

5. Membership

6. Worship/Bulletin/Music

7. Church Report Editor

8. All Pastoral Staff can access the computer

· All personnel using the computer MUST NOT disclose the password to unrelated personnel.  The password will be reset at a certain period of time.
· DO NOT look up or try to access other information that is not related to your particular areas.
· Always do a backup after you finish your work.

· Maintain file in a directory under your department.  Always save files under your department’s directory.

· Always store your work on your own data diskettes.  The hard disk will be used for major applications: Finance, Membership.

· Create meaningful sub-directories. E.g. c:/yourname/words/minute.doc All the directories will be examined periodically.  All the directories belonging to an unrelated personnel/department will be removed.

· The computer has to be reserved by using a time sheet.  If nobody is using the computer, then it is on a first-come-first-served and hourly basis.
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