
Stubbington
Policy for Multimedia

Equipment

Rationale

This Policy is written to address the usage, management and maintenance, of 
the multimedia equipment owned by Stubbington U3A.

Equipment

The following multimedia equipment is owned by Stubbington U3A:

 14" laptop installed with Windows 10 Operating System,

 USB mouse

 Presenter Remote (a wireless device with buttons and a laser pointer)

 Portable DVD Writer

 Huawei Mobile Wi-Fi

 Three Mobile Sim Card

 Computer speakers

 High Definition (HD) projector

 4 Socket Cable Reel 10M

 Projector Screen(s)

Note: Two different size projector screens are available.

The full list of equipment bag contents is detailed in Annex A.

Connecting Cables

To aid set-up all cables have colour-coded labels.
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Software

Windows 10 Anniversary Edition Operating System is installed plus default 
applications for:

 viewing pictures - Photos

 playing video clips – Films & TV

 playing music – Groove Music

Note: These applications are the Windows 10 default settings.

A licensed copy of Microsoft Office is installed to open:

o PowerPoint presentations

o documents

o spreadsheets

Three (3) internet browsers are available:

o MS Edge (default browser) (replaces MS Internet Explorer)

o Chrome

o Firefox

Viruses

The laptop has antivirus software installed to detect and remove any virus 
automatically.

Users shall guard against importing malware on to this laptop, i.e. software 
which is specifically designed to disrupt, or damage, a computer system.

Users

The equipment can be used by any Interest Group Leader, or Group Member, 
for any U3A associated activity and at the Monthly Meetings.

Users must not leave equipment unattended in public places and not left in sight
in a car (refer to Insurance below)
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Users are responsible for exercising good judgement regarding appropriate use 
of this laptop.

Before returning the laptop to the Multimedia Equipment Coordinator Users 
should, where possible, remove any files they have stored during the loan 
period. (refer to Data below)

Users must avoid illegal, or inappropriate, use, including contravening 
copyrights, and using illegal or unlicensed software.

Data

The confidentiality and integrity of data stored on this laptop cannot be 
guaranteed.   All data, files and software stored on this laptop become the 
property of Stubbington U3A and may be removed without warning.

Users shall ensure that confidential data has been removed before the laptop is 
returned.

Users cannot assume that files left on the laptop will be available for later 
meetings. For permission to permanently hold files on the laptop, please consult

the Multimedia Equipment Coordinator, or the designated Laptop 

Administrator, first.

Laptop Accounts

Administrator

The laptop has two (2) Administrator accounts for use by the Multimedia 
Equipment Coordinator and/or the designated Laptop Administrator ONLY. 
These accounts are PIN code controlled.

User

The PIN code, to sign-in to the User account, can be acquired from the 
Multimedia Equipment Coordinator at the time of loan.
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Insurance

The Multimedia Equipment is covered, when being appropriately used by 
Group Leaders, Group Members, or the Multimedia Equipment Coordinator, 
and also, when in their custody, by the U3A Public & Products Liability 
Insurance policy.

Recovery Drive

A 16Gb Laptop Recovery Drive is held by the Laptop Administrator.

Multimedia Equipment Coordinator

The Multimedia Equipment Coordinator is responsible for:

Maintaining an inventory of all computer, electronic and associated equipment 
held by the group.

Ensure all Multimedia Equipment, that has a mains power cable, and is over one
(1) year old, has an annual Portable Appliance Test (PAT) (see below).

Ensure the laptop(s), other computer equipment and associated software held by
the group, is maintained in a safe condition.

Advise Interest Group Leaders of equipment availability.

Advise the Executive Committee of equipment requirements and replacement.

Laptop Administrator

The Laptop Administration is responsible for:

Ensuring all software installed on the laptop is appropriate and is up to date.

Providing technical support to the Multimedia Equipment Coordinator as 
required.
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Portable Appliance Test (PAT)

There is no statutory, or U3A, requirement for mains operated portable 
appliance testing (PAT), e.g. laptop, projector, computer speakers. However, 
some venues require any mains operated portable equipment, used on their 
premises, to have current PAT certification. To safeguard members Stubbington 
U3A Executive Committee have adopted the policy of all mains operated 
portable equipment, over one (1) year old, to be PAT tested annually and has the
appropriate certification label.

Dates

This Policy was originally adopted by the Committee on 17 November 2016.

It was reviewed and amended: July 2018

Date next Review: July 2019.
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ANNEX A

Contents of the three (3) equipment bags are as follows:

Laptop Bag Contents (with carry strap)

1 x Lenovo Yoga 500 Laptop with Mouse USB

1 x Laptop Power Cable & Adapter

1 x Wireless Mouse

1 x HDMI Cable

1 x Large Black Mouse Mat

1 x Lenovo Guide Card

1 x USB DVD Writer

1 x Wireless Presenter

Projector - Optoma HD141X

1 x Projector

1 x User Manual & Quick Start CD

1 x Remote Control with 2 batteries

1 x HDMI Cable

1 x Mains Lead

1 x HDMI to VGA Adapter

1 x USB Adapter Cable

1 x 3.5mm Mini-Jack Audio Cable
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Laptop Speakers – B&W MM-1

2 x Speakers

1 x Remote Control with Battery

1 x Set of Instructions

1 x Mains to Adaptor Cable

1 x 2-pin Mains to Adaptor Cable

1 x Mains Adaptor

1 x USB / Speaker Cable

1 x Audio Extension Cable

1 x USB Extension Cable

1 x Spare Battery
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