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Student Labor; Instructional Resources; Computer Lab Assistant, Senior Computer Lab Assistant & Computer Science Lab Manager positions.
Duty Requirements, Everyone:

· If unable to make your scheduled shift:

· If you have enough advanced warning, you are responsible for finding a replacement from valid Lab Assistants

· Both parties are to communicate this information to their supervisor

· If unable to locate a replacement, communicate that information to your supervisor

· If you do not have advanced warning, i.e. you are sick.  Communicate (email and/or voicemail) with your supervisor ASAP.

· Check for Regular scheduled classes.  If there is a class during your shift:

· Close the lab 15 min prior to the class by placing the ‘red’ sign outside the door and making an announcement to the individuals sitting in the room that there will be a class in 15 min – they should relocated.

· At 5 min prior to the class make another announcement.

· Check for Schedule changes.  If there is a class during your shift:

· Close the lab 15 min prior to the class by placing the ‘red’ sign outside the door and making an announcement to the individuals sitting in the room that there will be a class in 15 min – they should relocated.

· At 5 min prior to the class make another announcement.

· Every twenty min during your shift (regardless of how many individuals are working – perform this task as if there is no one else working!)

· Make rounds and check all the computers/spaces you are responsible for

· Do not include labs that have classes going

· Library includes: Lib 208, 209, 223, 235 and Study labs

· Dix is Dix 101 & Dix 207
· CS is just Lind 201

· Hawthorne includes: Lounge, 106 and 112
· Refill paper trays as needed

· Check the outside indicator, if less than half, fill to line

· Do not leave paper out – always store in proper place

· Those on duty in Dix 101 are responsible for stocking paper there

· Those on duty in the Library who fall into the ‘W’ column are responsible for stocking paper in Wey 102

· Refill printer toner as needed

· Toner is expensive (over 200$ per). Shake the cartridge a little (away from your body) and see if that helps.

· Do not replace just because the printer says too.  Replace only when paper is streaked, blotched or lined

· Erase whiteboards if needed

· Check for computers with errors or other problems

· Fix if you can-otherwise place out of order sign and notify supervisor

· Tidy up lab

· Push chairs in

· Straighten up monitor, keyboard, mouse

· Pick up/dispose of garbage/recycle material.

· Place of Duty

· Library – you are to sit at the labbie stations in 223 and 235 unless there are classes going on.  If there are classes going on then you would sit first in 209 and then using a Lab assistant (small) sign sit in the study lab area.

· Designated areas in all other labs.

· Signs

· If your station has a sign with picture, you are to display your picture at your station.  Other stations should be directing users to your lab.

· When completing a shift return the sign to the original, if you need help page…

· Any computer that is left unattended or is needed for a class will be logged out or restarted.

· Printers, misc.

· If a printer jams, pull the paper out in the same direction it feeds.  If you pull it out in reverse it can break some sensors.  If you cannot get the jam out – place out of order sign on printer indicating people should print to another printer (list specifically), turn off printer and notify your supervisor.

· Print Spooler.  All lab assistants have the ability to clear out the print spooler of lab printers.  Only do so if there is a printer error.  (you may need to turn off the printer if the error is serious)

· Be approachable by those seeking help.

· No external music or sound

· If you wear earphones, keep one ear uncovered- preferably the side that people approach from.

· Be friendly and courteous. 

· If you don’t know an answer-help them find some that can if possible.

· I do not expect you to know every piece of software in the labs, your supervisor does not.  However I do expect you to do your best in helping out!

· Excise authority when needed.
· If individuals are making too much noise (disturbing others), blocking pathways, playing games, looking at porn or other offensive items, etc., ask them modify/stop their behavior/item.

· If the individuals continue contact your supervisor.

· If you think a situation is threatening in some manner, do not hesitate to contact your supervisor or Security (777-4444) before you address the situation.

· You are not responsible for physically removing persons from any lab.  You can only make the recommendation and generally people will listen to you.  Security is responsible for physically removing individuals from locations.  Again, contact your supervisor first if possible, but do not be afraid to call security if needed.

· There will be specifically assigned duties to individuals that may include
· Cleaning

· Paper stocking

· Checking on other physical lab locations

· Other items as needed

· Opening and Closing
· If you are on an opening shift and your supervisor is not available to physically open the labs, please do the following:

· Library – see library staff at the front desk; identify yourself to get the key.  Open labs and return key.
· Weyerhaeuser & Hawthorne – Call Security to open.

· Dixon – See Secretary on third floor.

· If you are on a closing shift

· At the scheduled closing time for all labs

· Turn off ALL computers (flat panel monitors may stay on)

· Printers should be left on

· Straighten up the lab

· Verify Doors are locked – if they are unlocked contact security.

· Closing Satellite Labs

· The person on shift in the Ed lab at 4 pm is responsible for verifying that the Psych Lab (Dix 207) is closed.

· The designated person on shift at 6:30 in the Library is responsible for verifying that Weyerhaeuser lab (Wey 102) is closed.

· Language Testing

· Web based, information can be found on http://www.whitworth.edu/computerlabs/
· If this test is proctored (i.e. the student is trying to test out or into a class) then the lab assistant MUST.

· Log the computer in as the student account

· Navigate to the appropriate web site.

· Enter the student information from their ID Card

· Students should NOT input this information

· When finished student should leave the test score page up and find the lab assistant that started the test (if possible)

· When test is done email Darin with student name, student ID number, test taken (i.e. german), time taken, and score.
· Alumni – Guest Access.

· There is NO guest access.  You may only log in an individual if:

· They are an alumni – ask for their red card

· If they do not have, log in but tell them they MUST have it next time.

· They are a CURRENT student and they are locked out of their account AND there is not supervisor/help desk (777-3911) individual that can assist them (i.e. after 5 p.m.)

· You are directed to by a supervisor

· There are individuals (they are not student, alumni, faculty, adjuncts or staff at Whitworth College) who live close to campus who want to use our equipment – this is not allowed.

· I expect you to follow the same rules that you enforce with the students.  For example:

· Students are not allowed to move/remove a network cable so that they can plug their computer in that port – this goes for you as well.

· Food/Drink.  NO food period (cough drops might be an exception, try to unwrap in hall rather than lab – impressions).  Drinks only in covered containers…

· Other duties as assigned by updates to this document or a verbal instruction from your supervisor.

· Supervisors

· For purposes of this document a supervisor is (and in order)

1. Darin Pebles

2. Ken Pecka

3. Judy Dehle

4. Todd Mallery

5. Library Staff

6. Computer Science Lab Manager

7. Senior Lab Assistant

8. Lab Assistant assigned to lead a particular task

· Questions regarding this document should be directed to Darin

