Cabinet for Health and Family Services (CHFS)

Information Technology (IT) Policies
Category: 070.000 Administrative

070.110 Local / Personal Printer / Fax Machine
Policy: The CHFS will minimize the use/proliferation of single user local/personal printers or fax machines in an effort to control purchase and operating costs. This policy also pertains to local printers being shared among multiple users. 
Scope: This policy applies to all CHFS employees and contractors, including all persons providing contractor. 
Policy/Procedure Maintenance Responsibility: The Office of Administrative and Technology Services (OATS), IT Division of Infrastructure and User Support (DIUS) is responsible for the maintenance of this Policy/Procedure.
Applicability:  All CHFS employees and contractors shall adhere to the following policies.
Exceptions: Any exceptions to this policy must follow the procedures established in CHFS IT Policy #070.203.
Purpose: Staff with ADA needs or job duties pertaining to information of a highly confidential nature may apply for an exception, however everyone must submit a request to IT prior to purchase for authorization and, if approved, the installation of a local/personal printer or fax machine. Division Directors or Service Region Administrators should also submit a request to ensure compatibility of systems and tracking of fixed assets.
Definitions: For the purpose of this policy, the following definitions apply:

· Local Printer shall be defined as a printer that is directly connected to a workstation and is not accessible to all network users.

· Personal Printer shall be considered the same as a local printer, one that is limited to a single user but may be connected to the network. This definition does not include personally owned printers as the use of personal equipment is prohibited (see CHFS IT Policy #020.309 - Workstation Security).

· Shared Printers are those that are connected to one workstation but may be accessed by two or more users via mapping and permissions.

Justification: When requesting the installation/use of a Local/Personal printer the request shall be made using a CHFS96. The form is available on the cabinet intranet web site. A justification, to include giving a detailed explanation of the need for local print capability, is required.  When approved, the request follows the order processing path and the requestor will be notified when an IT technician is assigned to install the printer. Under no circumstances shall users attempt to install, configure, or repair local/personal printers.
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· CHFS IT Policy #020.309 – Workstation Security
· CHFS IT Policy #070.203 – Exceptions to Standards and Policies.
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