Department of Information Systems and Computer Science

Open Laboratory Policies

The open computer laboratories (F223 and F206 Multimedia) of the Department of Information Systems and Computer Science (DISCS) are intended to enable students to complete the requirements of the DISCS classes.  Acceptable uses include technical work such as programming and database or multimedia design (F206) and development in fulfillment of DISCS requirements, as well as document or presentation preparation for DISCS or other academic subjects.  As such, all lab users must abide by the following laboratory policies:

Laboratory hours

1. The lab is open from Monday to Friday, from 7:30 am to 8:30 pm, and Saturdays, from 8:00 am to 12:00 pm.

Availing of laboratory privileges

2. Students must present their Tuition Receipt Forms to the lab assistant for encoding as well as to    

     determine the number of lab hours use and computer papers allotted to them.

· For a lab fee of  P1,414,80  a student is entitled to a 32 hours of lab use and 120 forms for free for the whole semester.

· For a lab fee of P 2,982.85 a student is entitled to a 48 hours of lab use and 120 forms for free for the whole semester.

· For a lab fee of P 4,143.00 a student is entitled to a 72 hours of lab use and 160 forms for free for the whole semester.

      Note:  Students who have consumed their lab usage for the semester can  purchase additional lab hours. (P120/4 hours plus 20 continuous forms) 

Laboratory conduct

3. Once you enter the laboratory always give your ID to the lab assistant. A temporary ID is not  

    acceptable.

4. A maximum of two people may use one computer at a time, for group work. Lab time consumed will    

    be split between the two.

5. If students are waiting in the line, each student is allowed to use the computer for a maximum of two  

    hours. At the end of two hours, you must allow other students to use the computer.  

6. If all computers in the lab are being used, you may ask the lab assistant to input your ID number in the 

   queue. You may wait outside the laboratory until a computer becomes available.

7.  Place all your belongings UNDER THE COMPUTER  TABLE.

8.   FOOD & DRINKS are not allowed inside the lab.

9.   For a computer MALFUNCTIONS, report it immediately to the lab assistant.

10. If you want to save/download files, use your own diskette or other media .

11. Playing of COMPUTER GAMES is forbidden.

12. Do not transfer from one computer to another unless you have a malfunctioning computer and have  reported it to the lab assistant.

13. PERSONAL COMPUTERS are not allowed inside the lab.

Printing and printing charges

14. Dot matrix printing at F223 is free provided students use their allotted continuous forms. For those    

      who wish to print using their own paper an equivalent number of blank continuous forms will be 

      deducted from their allocation.

15. Colored and laser printing rates are as follows (per page):
P 2.00 or 2 continuous forms from your allocation – black and white, text only 

P 4.00 – black and white, slides with graphics depending on the number of graphic

P8.00 – colored, text only

P10.00 – colored slides

      P20.00 – colored scan of picture at using Adobe Photoshop.

     Printing of colored and laser quality are available at room F225.  

     Printing procedure:

a) Submit your print-ready files to the technician.  

b) The technician will print out the files and compute for the cost of the printout.

c) Pay for the printouts and sign on the log sheet.

15. Unused continuous forms may be claimed during finals week. Unclaimed continuous forms are   

       forfeited after the said date.

Security

16. All computer laboratories are equipped with video surveillance cameras.

Offenses and violations will be reported to the DISCS Chair and to the Committee on Discipline.







