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LICY OF THE DEPARTMENT

f the Board of Correction that the Department adopt 
f microcomputers in the operation of the Department.  

must be consistent with the overall strategy for informa
guidelines of the State Department of Administration.
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Standards for Adult P ard 2-3094.

Statewide Microcom n Resource
Management.

04.00.00. DEFINI

Microcomputer - An ter including
software and/or progr

05.00.00. PROCE

05.01.00. Purpos

The purpose of this nagement of
microcomputers withi ttempts to:

Assure that the use strategy for
information managem t Information
Systems plan and is c logy;

Establish an approp  and use of
microcomputers;

Promote the identific omputers to
support the accompli epartment of
Correction;

Establish accountabil

Assure that the integr  and program
operations are not jeo

05.02.00. Manag

Microcomputers are 
exclusive use of an in
changed at any time a

Daily management re
security of data, equi
to the administrator/
regularly use the com
  O
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robation & Parole Field Services, Second Edition, Stand

puter Policy, Department of Administration, Informatio

TIONS

y desktop, deskside, and/or portable (laptop) compu
am packages; commercially or state developed.

DURE

e

policy is to establish standards for the use and ma
n the Department of Correction.  Specifically, the policy a

 of microcomputers is consistent with the overall 
ent as outlined in the Department's overall Managemen
oordinated with other applications of information techno

riate policy structure for the justification, acquisition

ation of cost-effective opportunities for using microc
shment of the mission and program objectives of the D

ity for the acquisition and use of microcomputers, and;

ity and security of automated files, information systems,
pardized by the use of microcomputers.
ement Responsibility

considered an agency resource.  They may be assigned for the
dividual or unit within the Department, and such assignment may be
s the needs of the Department change.

sponsibility for the use of each microcomputer, as well as for the
pment and software associated with that microcomputer is assigned
manager who is responsible for supervising the personnel who
puter.
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The appropriate manager will certify to the Management Information Systems Steering
Committee, in conju m, associated
equipment or softwa

That the acquisition rtment's goals
and objectives.

That the individuals d

That the information

The appropriate ma ployee misuse
of microcomputers  use of such
computers.

The appropriate m arried out as
scheduled.

05.03.00. Micro

Responsibility for mi been assigned
to the Information S microcomputer
coordinator.  Respon

Assisting managem dentification of
opportunities for em ity;

Coordinating the Department's
microcomputer equi

Brief descript

Date of acqu

Cost

Division, bure

Type of main

Assisting in the justi
Steering Committee
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nction with the acquisition of the microcomputer syste
re;

is justified in support of the accomplishment of the Depa

using the system will be adequately trained in its use; an

 will be protected from unauthorized use or destruction.

nager is responsible for taking action in the event of em
or failure to comply with this policy governing the

anager shall assure that backup procedures are c

computer Coordination

crocomputer coordination and technical assistance has 
ervices Manager who will act as the Department's 
sibilities for this individual include:

ent and individual employees of the Department in the i
ploying microcomputers in the improvement of productiv

creation and maintenance of inventories of the 
pment and software; to include:

ion of each item

isition
au, unit assigned to

tenance

fication of the microcomputer to the Management Information Systems
;
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Assisting in the specification and acquisition of agency microcomputers, and the
preparation and sub tivities;

Informing agency m hnical support
capabilities that are 

Coordinating the p  Department's
microcomputer prod

Maintaining continu tems Steering
Committee to ensur computers are
consistent with the D

Maintaining continui gement in the
Department of Adm tor to ensure
consistency and con nd objectives.

Each administrator/ coordinator for
microcomputers to w

05.04.00. User R

Users of microcomp icrocomputers
and related equipme

Users are responsib icrocomputers,
to include at a minim

Monthly backup of a  and programs
stored in microcom hine or power
failure.

Monthly clean up of 

Off-site storage of d

Protection of confide

Users shall not utiliz

Users shall not deve
There is a documen
  O
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mission of the necessary documents related to those ac

icrocomputer users of appropriate training and tec
available to the Department;

rovision of maintenance and repair services for the
ucts and related equipment;

ing liaison with the Management Information Sys
e that implemented and proposed applications of micro
epartment's goals and objectives; and

ng liaison with the Office of Information Resource Mana
inistration through the State Microcomputer Coordina
formity with statewide information management goals a

manager shall designate an individual to be the site 
ork with the Department's microcomputer coordinator.

esponsibility

uters will comply with this policy governing the use of m
nt and software.

le for the security of data stored on their respective m
um:

ll data and programs to ensure against the loss of data
puters and microcomputer systems as a result of mac

files to purge information no longer required.
ata will be employed whenever possible.

ntial and sensitive information stored in the computer.

e microcomputers for personal use.

lop custom software unless the following provisions are met:
ted need that purchased software does not exist; and
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The Management proved the
development; and

A determination has 's goals and
objectives; and

Complete documenta on to include
instructions relating to cumentation
shall be sufficient to of its primary
user.

05.05.00. Microc

Commercially develo ed software,
will be used whenev ith 05.04.04.
above. The Departm re packages
are available for mos m-developed
programs.

05.06.00. Acquis

Each request for ac r software is
subject to review a ms Steering
Committee with the re s Manager.

Proposed microcomp on with other
computer systems in nd complex
requirements.

The Department's m connectivity,
standardization, and a e addition of
microcomputers.

The Department's m n Resource
Management in the D
system compatibility r

05.07.00. Softwa

License agreements 
Department will be st
  O

  P

       Y

Information Systems Steering Committee has ap

 been made that it is consistent with the Department

tion will be maintained for the software and its operati
 installation maintenance, use and care.  Procedural do

allow productive use of the application in the absence 

omputer Software Development

ped software packages, rather than department develop
er possible.  Exceptions shall be only in accordance w
ent recognizes that fully tested and documented softwa
t functions and are usually much less costly than custo

ition Approval

quisition of microcomputers, associated equipment, o
nd approval of the Management Information Syste
commendation of the Management Information System

uter acquisitions that involve interconnection or integrati
side and/or outside the agency can have special a

icrocomputer coordinator is responsible to ensure 
dequacy of other computer systems to accommodate th

icrocomputer coordinator will work with Informatio

epartment of Administration in identifying and planning for special

equirements associated with various area networking schemes.

re Integrity

and copyright protection for software acquired and used by the
rictly adhered to.
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The administrator/manager shall be responsible for making all staff aware of the
restrictions, limitation  programs in
use by their respectiv

The Department mus eements and
copyright law as appl

05.08.00. Docum

Complete documen ter system.
Documentation shall se, and care
for both equipment an

Each application that e procedural
documentation suffici bsence of its
primary user.

05.09.00. Mainte

The Department's mi ssary routine
maintenance of mic maintenance
contract, time-and-ma r established
method of equipment

It is the responsibility e Information
Services budget to d to ensure
maintenance schedul

Arrangements for ap ordinated by
the division's/bureau' Department's
microcomputer coord

05.10.00. Integrit

Information containe
management control 
automated files.

Users of microcompu
same degree of care
or manual.
  O
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s, and agreements associated with proprietary software
e divisions, and sub-units thereof.

t assume responsibility for complying with license agr
icable.

entation

tation will be maintained for each microcompu
include manuals relating to installation, maintenance, u
d software.

 makes use of a proprietary software package will hav
ent to allow productive use of the application in the a

nance and Repair

crocomputer coordinator will make provisions for nece
rocomputers and associated equipment through a 
terials service, carry-in over-the-counter service or othe

 maintenance and repair.

 of the division using systems purchased outside of th
budget necessary funds for system maintenance an
es are met.

propriate repair to microcomputer equipment will be co
s microcomputer coordinator in conjunction with the 
inator.

y of Information
d in microcomputer systems is subject to the same degree of
and verification of accuracy that is provided for information in other

ters systems are cautioned to treat the associated data files with the
 they would employ for files residing in any other system, automated
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Data files downloaded to a microcomputer system from another system will adhere to the
requirements for info d for host data
files.

Whenever informati evelopment of
reports that are to b ing of fiscal or
personnel transactio  are complete
and accurate.

05.11.00. Intera

Electronic linkages, r agencies will
be considered only a affected by the
interconnection.

Written approval w ols, and other
parameters necessa

Requests for this typ nt Information
Systems Steering C er Coordinator
will act as the liaison ection.

05.12.00. Policy

Changes to this poli anagement in
the Department of A on of the new
policy dated and sig

________________ _____
Director, Departme
  O
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rmation integrity and security that have been establishe

on from microcomputer files is to be employed in the d
e distributed outside the department or in official record
ns, particular care will be taken to ensure that the data

gency Connections

connections or networks with computer systems of othe
fter receiving written approval to do so by all agencies 

ill clearly outline and describe the restrictions, protoc
ry to establish and utilize these connections.

e of connection must be routed through the Manageme
ommittee.  If approved, the Department Microcomput
 with other agencies in the accomplishment of the conn

 Changes

cy shall be promptly reported to Information Resource M
dministration via a written amendment, or resubmissi

ned by the Director.

_______________ __________
nt of Correction Date


	05.00.00.	PROCEDURE
	There is a documented need that purchased software does not exist; and
	The Management Information Systems Steering Committee has approved the development; and
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