DSH Training Document

Here are some basic things you will need to know when working at Dane Smith Hall:

There are three classrooms in this environment, and a pod for general use. 

While you are working, you should get up at least once every half hour or so and push in chairs, close out open sessions on the macs, restart any blue-screened PCs, and pick up papers around the printer and recycle any that have been there a while.  If you are sitting at the Mac scon station, look up whenever the door opens and acknowledge the people walking in.  This also helps you to catch those bringing in drinks and ask them to leave it outside.  If you are sitting at the PC scon station make sure to keep an awareness that you are at work and are here to help clients, so be approachable.  In between classes, if possible, go in and straighten chairs and check the printer trays for paper as classes sometimes print out large projects and can empty a tray in one class.  Instructors wishing to check out a dry erase marker must give you a picture ID which is to be left in the drawer under the scon PC, which is also where the markers will be located.  To get their ID back, they must return the marker.  

The following tasks are to be done if you have an opening shift at DSH:

Turn on all the lights.

Turn on all the printers and check to make sure both trays are full of paper.

Turn on both of the regular scanners, not the negative scanner.

Turn on all macintosh computers (PCs do not get shut down) in the classroom and pod.

Make sure that at least one full box of paper is out under the table the negative scanner sits on.  Extra paper is located in the cabinet between rooms 143 & 144, and also in the closet.

Pick up any trash that may be lying around.

The following tasks are to be done if you have a closing shift at DSH:

Turn off all the printers.

Turn off all the scanners.

Push in chairs and straighten keyboards and mice.

Pick up any trash.

Shut down all the macintosh computers in both the pod and classroom.

Make sure all applications are closed on the PCs.

On Wednesdays and Satrudays, the closing scons are responsible for cleaning all the monitors and white boards in the pod and classroom.

Turn off all the lights and arm the pod. 

Leave the pod how you would like to find it if you were opening the next morning. 

