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_ _ _ _ _ _ _ _ _ _ _ Health Service

Information Technology
The clinic computer system used is _ _ _ _ _ _ _ _ (Specify system used). 

Word processing, spreadsheet and database programs are available on _ _ _ _ _ _ _ _ _ _ _ _ (Specify location of computers). 

Internet and email access available through _ _ _ _ _ _ _ _ _ _ _ _ (Specify location of computers).

Training
As part of the orientation of new staff they will be shown how to:

· turn computers on and off safely

· log on

· use basic functions

· use software relevant to their work

User Manuals
User manuals are kept for all software packages that are used. All staff who use the software packages should be aware that these manuals exist and where they are kept. 

Security of Computer and Information 

Only clinic staff or other people specifically authorised by the Health Board should have access to the computerised clinic system. 

Computers should be kept in secure locations. Original software packages are held in a secure place by the Administrator. 

Passwords should be used to provide security to data. However, staff should not put passwords on machines without levels of access being defined, and all passwords being provided to the Administrator for secure storage in case key staff are unavailable.

Regular backups should be made of clinic data and kept in a secure place that will protect them from accidental damage or fire. Backups are to be performed daily and weekly by _ _ _ _ _ _ _ _ _ _ _ (Specify staff member responsible).

The Administrator is responsible to ensure that all administrative data including financial data, correspondence, submissions and other communications are backed up and kept secure.

Because of the risk of viruses, only use disks that have been purchased by the health service. If another disk is to be used, it must be scanned for viruses before being used. The Administrator is responsible for this.

Computer Support and Maintenance 

The health service have contracted _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (Specify who provides support and maintenance for which software packages, and the contact person). 

Support for the computer hardware used in the services is provided by _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (Specify who provides support and maintenance for which hardware).
Only senior staff and/or the Administrator should contact them for support so as to ensure that all local knowledge has been accessed before costly actions are initiated.

Hardware and Software Upgrades 

The Administrator is responsible for maintaining appropriate upgrades for the computer hardware and software. Changes to the clinic system should only occur after consultation with the clinic staff and the supplier. 

No staff are to install unauthorised software on health service computers. 

