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ICT Induction
	Organisation Name
	

	Organisation address
	

	Contact Number
	

	Contact email address
	

	Fax Number
	

	Website URL
	

	Your extension number
	

	Your ICT mentor
	


Does the organisation use the following?

	Function
	Uses
	Detail

	e.g. Twitter
	Y
	Iictpete

	Facebook
	
	

	MSN
	
	

	SKYPE
	
	

	TWITTER
	
	

	BEBO
	
	

	SMS Messaging
	
	


Will you be using:

	Equipment
	y/n
	Comments

	Desktop PC
	
	Conduct DSE Assesment

	Laptop
	
	Conduct DSE assessment

	Printers
	
	Test a print

	Scanners
	
	Test scan

	Digital Cameras
	
	Policy

	Web cams
	
	

	Mice
	
	Accessibility

	Keyboards
	
	Accessibility

	Tracker balls
	
	Accessibility

	Video equipment
	
	

	Audio equipment
	
	

	Mobile phones
	
	Policy


Software

	Software
	Familiar
	Training required

	Operating system e.g. XP
	
	

	Word processor
	
	

	Spreadsheet
	
	

	Database
	
	

	Graphics package
	
	

	Email system
	
	

	Facebook
	
	

	Twitter
	
	

	Skype
	
	

	Mobile phone apps
	
	

	Sat nav
	
	

	
	
	


Contacts
Who to email if I have an ICT problem (or phone)

Who top contact if I have a software problem (or Phone)

Mentor

My mentor is

I have been given access to the following policy documents:

· Internet use

· Web site

· Publication of documents

· Security

· Data protection

· Email

· Safe use of equipment

· Health and safety

· Eye tests

· Laptop use

· Social site policy

· Mobile phone usag
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