Sample Telecenter Policies

acoafenlerprise network

acon/enterprise network, through its Telecentres, nims to provide sufficient aocess to office services to facilitole the convenient
eonduct of husiness by is users without negatively impacting an local firms engaged in commereial nffice operations. To
achieve this, users are asked fo take note of the following guidelines that have been developed for use of the facilities. The
guidefines are applied on the hononr system, with users monitoring their own use of the equipment. Your feedback is invited

as fo the effeciivencss pud reasonableness of the goidelines,

Policy on Photacopying

accafcnterprise network docs nob provide plowcopying as & sand-alons scrvies, but as a
convenience Lo persony using the Teleeentres for other ressans. Stalf will asuist mdividualy

with lecating the required scrvices commersially if needed,

1. lodividnals vtilizing the Telecontre for porsonal reasons may make up to 20 frec
copics por month, Copics in execss of that numbor will cost 10 cents cach, to a
maximum of 10¢ per month.

2. Podential Businesces utilizing the Telecentres for planting or developing busimess
wleas hawve the following acoess:

() 3 copies of the business plan and melated docunrentation free of
charge

1] 3 copics of any revigions required as a result of changes o the
rlan, [ree ol charge.

[} Up e 100 copies of maurked survey documents free of charge
with additional copies costing 10 cens each.

{d] Up to 50 copes of promotional materials free of charge, with
additional copics cogting 11 cents per copy.

{c) Upto 10 copics of reforence matcrial free of charge; check with
alnfT 1l more are requirsd.

3 Exkting Businesses utilizing other failities of the Telerentres may make up to 20
free copres per manth. Copics in exeens of thut numbec will cost 10 cents euch, up
o a maximum of 100 per month.

4. Mon-profit arganizetians wishing ie use the phutocopier should check wath studf
when doing a0,
A, In circomsiances not, fiting agy nf the ehowve descriptions, users are encnuraged tn

disenss their neads with the staff in the Teleeentre. We may be able o help you.

Policy on Facsimile Services

acoa/onterprise network provides access to facsimike services to facihiate the convenizot
comtuet af business by regstersd Telecentre nsers.

1 Indlviduals tilizing the Telecentre for personal ncosens are asked 1o check with
stall if facsimile services ave regquired while working at the Centrs.

2. Potendial Bosinesses ubikzing the Telecemtres for assutance w plooning or
developing busingss ideas have access o Facsimike sexvice at no cost for the purpose
of coutucting supplices, mguincg about heensing, funding, pornits, ete., or to
ublein wiher infurmwtion or advice divetly related o the business Wen. Users ane
asked w0 (2) chesk with stail and ¢b) recond all laesimile transmivsions in the Log
burirk provided.

Any incoming facaimile mcssages may be reccived at the 466-2359 line. Ploasc ask your
correspanding parties (o huve your messages clearly marked to "Your name, cfa
acoalenlerprise neiwnrk”.

When the business emers iolp u revence-generating stage, it will be considersd an "existing
husiness™ with the sormeapending guidslines applying.

3. Existing Businesses ulilizing other {acililies of the Telecentre are offered access to
facsimile serwices oi @ liunieed basis as an &dd on service coly, of on 4 "cost-
recovery” basis, That i, users will e clurged the seloal cosl of [sesimile
LTHEITTEI S 5000,

4, Mon-profit orgenizations needing fnegimile aocess should check wath stoff and
record &l tranamissions an Lhe approprzie Log sheet.

3, Discuss your nesds with staff. Exceptions to the guidelines are cagy o implement.
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Sample Telecenter Policies (con't)

Folicy on Telephone Services

acoaleoterprise actwark pravides access to lefephone services te Bcilitate the canvenient
eonduect ol business while sl the Telecentne,

1.

Tndivid uals vlilizing the Telecentres for persenal reasons are osked to check with
staff if tclephone services are required while working al the Centre,

Potential Businesses utilizing the Telecenires far assirlance in planing or developing
Business shens have uceess 1o both logel and long-distance serviee at no cost for the
purpose of coplasting supplicrs, Inquiring abeuwt licensing. funding, permits, eto.,
ar W abtain ather information or advice direetly related wo the business wea, Uscrs
are asked ko (a) check witlh staff to have a teleplione assiygred and (h) neeord all ealls
on the “Telephon: Log” st Toculed neal Lo the phane.

LIsers requesting cutside ponties to returm calls are asked to use the 466-2353 [ine as the woll
free line is provided specifically ta provide client access 10 the Notwork.

When the busitess enters 4 revente-peneraling stage, il will he considered an "cxisting
huginear” wilh the comesponding guidclines applying.

3

Existing Busmeusey miilizing other facilitics of the Telocontre are offered acocss to
local telephons services, Please chock with staff to have a telephane sed axsigned.
It Icmg dustarce service s reyuited, users are encnuraged be charge the eall i their
baginesa telephone. Whea this is not comveroont, ohock with  stefl for other
arrugcTents,

Nigy-profat ocganizativns necding telephone acecss shonld cheek with staff to have
phvooe assigned.

Discuss your needs with staff, Bxeeptions to the guidelines are casy to implement.

Policy on Microcomputer Services

noonfenterpeige nebwork provides A0026S 10 ECTOGOMPUGE T serVices to enwedlrage snd yuppord
the uze of wechnology by individuals and businesses in the provinee of Mewfourdlond and
Laobrador

1
I

Numbrered workstations ore designated ~client workstations™,

Priority will be given to clients whe scheduls time on the werkstations prior te
visits, Whea booking pleasce indicate if specific machine 15 meguired.

Reservubions af up tu B hours per week may he booked. Adter exceeding this limit,
elients are welcome W continue wsing workstations, howewvee, cliets Wikl sebicduled
Bire und kess than B hours usage. will have prority.

A station will be assigned by a staff member, Pleass vse only one worketation st 4
time, and remove your personal belenginge and waste paper before Jeaving. 10 sn
&leernalive or sdditiona] wlaion s nesded, check with ataff.

If you nexd aszistance with use of progroms or equipment, scheduling nhesd will
usyure il 13 wvailahle when needed.

Users are enecuraged b0 use the "preview document” foature prior fo printing ta
ke sure it 43 ckay. Multiple copies of your dovument shiuld be produced on the
phaotoenpier,

If you wish to use your own data disk, pleise bave your disks chiecked by one ol the
stalf prior o use. Software ot Tieensed to the Tebarsmtre may mod be wsed on the
Telecentre eguipment.

ER NOCIR STANCE. RAMS BE COPIED FROM THE
TELECENTRE SYSTEM. OUR LICENSHS STRECTLY PRUITIBIT SEUICIT A
LSE, AND USERS ATTEMPTING ¥ THOSE LICENSES WILL
LOSE AQCESS T THE MPUTER SERVICES.

If yor requive g program or facility that we do not currently have, we encourage you io refay this need to a staff

member. Perhaps we can arrange to oblain ir.
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