[bookmark: _top]University of Chichester

IT Provisioning Policy


[bookmark: _GoBack]The University operates a [footnoteRef:1]policy under which employees are provided with [footnoteRef:2]access to a standard [footnoteRef:3]computer and software, together with access to network resources and printing facilities.  This provision is fully supported and maintained by IT Services and is based on a desktop machine running Microsoft Windows.  New members of staff will be included in this provision in time for their start date provided IT Services has been given notice of at least two weeks.  This commitment is based on annual estimates of new staff numbers provided by the HR Department.   [1:  Deleted “one per person”]  [2:  Added “access to”]  [3:  Deleted “personal”] 


The standard provision is designed to fulfil the majority of users’ requirements in support of their work at the University whilst allowing a high standard of service and support to be delivered in a cost effective manner.  A minority of users have a specific and justifiable academic or business requirements best addressed by Windows-based laptop or Apple Mac equipment.  IT Services are able to provide and support these alternative standard configurations but they are subject to approval and must be justified using the attached Justification form.  Note that:

1. Personal preference does not constitute justification.  
2. IT Services will remove and redeploy any existing standard computer.[footnoteRef:4]  [4:  Deleted “(one computer per person)” ] 

3. Portia accessed through the Firefox browser is available on Apple Mac equipment.  However,  
4. Access to SITS, Ciphr, QLX or Forum is not available from Apple Mac equipment.  
5. The Apple Mac systems and Windows laptops offered by IT Services allow unrestricted write access to the local hard drive.  This allows users to install their own software without guidance from IT Services.  IT Services cannot be responsible for any problems from this and will restore the system back to its original state in the event of problems.

Standard hardware and software should be used wherever practicable.  All hardware and software outside the standards, or requests for more than one computer per person, must also be made using the Justification form so that IT Services can evaluate and cost the requirement.  All such hardware and software is acquired on the understanding that:

· The request is properly justified and approved
· It is funded by the user’s department
· Once agreed, the purchase order will be placed by IT Services
· No support can be offered by IT Services after initial installation
· Only Internet access is available on non-standard computers; these cannot be connected to the Corporate network  

Any comments or questions regarding this policy should be emailed to the IT Services helpdesk, mailto:itservicedesk@chi.ac.uk

Any request for an alternative or replacement machine required for medical reasons should be approved through the Health and Safety office, mailto:A.Canning@chi.ac.uk, telephone  01243 816480.  
                                University of Chichester

Justification for additional or non-standard IT equipment or software

Justification Workflow
· Requestor completes sections 1 to 6 and emails this document to itservicedesk@chi.ac.uk
· IT Services proposes solution and clarifies IT and/or Departmental costs, returns document to requestor
· Requestor seeks approval via Subject Lead and Faculty Manager or Functional Director
· Approver emails form back to itservicedesk@chi.ac.uk


	1. Name:
	

	2. Department:
	

	3. What is required? 
	

	4. Why?

How will it support your work?
	

	5. Do you require access to a University corporate system - QLX, SITS, Ciphr, Forum?
	

	6. Cost code for non standard items
	

	IT SERVICES USE ONLY

Recommended solution and cost 


Standard / Non-standard
	

	 Subject Leader (if applicable): 
	

	Faculty Manager or Department Director for approval:
	



* IT Services will not spend against your budget code without confirming the request and cost.
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