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STANDARD OPERATING PROCEDURE MANUAL  

PURPOSE 

Guideline for trainee using Computer Lab 

PROCEDURE 

1. The Lab assistant/ instructor will assign a computer to individual and will keep a record of it.   

2. The trainee will be responsible for the designated computer. He will be fined if any damage to 

hardware of computer will be fined to provide new hardware against that.  

3. All lab computers should be banned for social sites eg. Facebook etc., if connected to internet.  

4. Computer will be available for use on first come, first serve.  

5. Cell Phones are to be turned off or set to silent while in the lab. 

6. Disruptive behavior-Such as shouting or cursing will not be tolerated. 

7. Loud Conversations-Should be kept to a minimum while in the lab. If a trainee needs to converse 

with another trainee, conversations are to be conducted in a quiet manner that will not disturb 

other lab users. Trainees who become disruptive will be asked to leave.  

8. Trainees working in the lab are expected to show respect toward other trainees, faculty and staff. 

Loitering or socializing in the labs is not allowed. Open labs are quiet areas-loud talking, holding 

conversations is not allowed 

9. Saving Files-Anything saved on the computer hard drive (My Document folder/ desktop, etc.) 

will be deleted. Data files created in the lab should be saved directly on a USB/zip/flash drive.   

10. Changing Hardware and Software Configurations-Changing hardware and software 

configurations in the computer labs is prohibited. This includes modifications of the settings, 

configurations of printers and modification of system software. Violators of this policy will be 

referred to the proper authority for appropriate action, which  may include the loss of computer 

privileges. 
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PURPOSE 

Guideline for trainee using Computer Lab for Practical. 

PROCEDURE  

1. Display of ID card is mandatory. 

2. Recording of In Time & Out time is mandatory. 

3. Eatables & Drinks are strictly prohibited. 

4. Bags or any belongings are not allowed inside the lab, they must be placed at the designated 

place. 

5. Silence must be strictly observed. 

6. Mobile devices are permitted only for practical learning. 

7. Users should refrain from visiting sites which are prohibited. 

8. Seek advice of the Lab Instructor/ Subject teacher/ System administrator in case of power failure, 

system failure etc. 

9. Access to computers will not be permitted during theory classes. 

10. Any external storage devices shall not be allowed unless and until permission sought. 

11. Tampering any property and violating any rules will be dealt seriously. 

12. Changes to the computer setting and displacing lab equipment’s are strictly prohibited. 

13. It is mandatory to shut down the computer system, arrange the chair, and switch off the lights, 

fans before leaving the computer lab. 

14. The Institute will not be responsible for the loss or misplacement of personal belongings in the 

Computer Lab/center. 

15. The Lab Committee may amend the Rules and Regulations as and when required. 

 

 

  

  Note: This policy will be in effect from Academic year 2015-16. 

 


