RANCH Inc.


POLICY MANUAL

SECTION 1:  GOVERNANCE
POLICY NUMBER: 1.7
POLICY TITLE:   INFORMATION AND COMMUNICATIONS TECHNOLOGY

It is the policy of the Regional Association of Neighbourhood and Community Houses (RANCH) Inc. to ensure that all staff are aware of and abide with, the processes for acquisition, management and use of Information and Communication Technology (ICT) equipment, software and services used for conducting the affairs of RANCH Inc.

1.0 Definitions

For the purpose of this policy:

1. ICT means all information  and communications technology

2. Software means all computer programs   

3. Internet connection refers to the service provided by an ISP for the 

     purpose of  providing Internet access

4. ISP means an Internet Service Provider

2.0 Purchase and installation of equipment and services:

RANCH Inc. Committee of Management and staff may purchase ICT equipment, software and services for the primary purpose of fulfilling RANCH Inc. goals and obligations. Such purchases are to be approved, in advance, by the RANCH Inc. Committee of Management. 

The cost of such equipment, installation, maintenance and service charges will be the responsibility of the Network. All ICT equipment, software and services purchased by RANCH Inc. will remain the property of RANCH Inc. Service use will be guided by the approved budget.

3.0 ICT Equipment:

(a) Laptop Computers 

A laptop computer will be provided by RANCH Inc. to the following:

· Book Keeper

· Networker

· Administration Officer
· Project Workers (as applicable and approved)

· Each of the five Clusters namely; Campaspe, Goldfields, Loddon, Macedon Ranges and Shamrock, for the primary purpose of carrying out RANCH Inc. business.

(b) Other Equipment

Other ICT equipment such as modems, printers etc. may be provided to the Networker for the primary purpose of carrying out their duties in accordance with their position descriptions.

4.0 ICT Services:

Internet Service: - This will be negotiated between the RANCH Inc. Committee of Management and the Networker.

The Internet service will be either

1. The Networker’s personal internet service.  In this case RANCH Inc.

     will, by negotiation with the Networker, reimburse the Networker 

     for the reasonable cost of carrying out their RANCH Inc. duties.

OR

2. A service provided by RANCH Inc. for the Networker’s use for the 
     purpose of RANCH Inc. business. The costs will be met by RANCH 
    Inc. for equipment and ongoing costs associated with the Internet 
    service 
5.0 Software:

RANCH will provide software necessary for all RANCH Inc.  ICT equipment and services.

6.0 Responsibility for RANCH Inc. ICT Services and Equipment

The Networker, Bookkeeper and Clusters are:
1. Required to take good care of the ICT equipment and take all reasonable care to ensure that the ICT equipment is not damaged, lost, stolen or used inappropriately. In the event of theft staff must report the loss to the police and obtain an incident report. In addition the theft must also be reported to the RANCH Inc. Committee of Management.

2. Prohibited from using the equipment to harass, menace, intimidate or send offensive messages or material to others. 

3. To return all ICT equipment to the RANCH Inc. Committee of Management upon concluding employment, membership or voluntary work with the Network,  or when the equipment is no longer required or when requested to do so by the RANCH Inc. Committee of Management. 

7.0 Practices for "Fair and Responsible Use":

Cluster laptop computers are to be used for RANCH Inc. purposes only. No personal material is to be stored on cluster computers at any time.
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