IT Support Daily Check Sheet 

Month:
List of daily tasks for the IT Support Team

	Monday
	Morning Support Meeting

Staff Briefing (AP)

Backup Drive Admin

Backup Tapes CBS

Walk Around School Check – Main Focus HW

	

	Tuesday
	Morning Support Meeting

Backup Drive Admin


	Dave out AM – St Giles

	Wednesday 
	Morning Support Meeting

Check with departments current problems/help/requests

Staff Briefing (DG)

Backup Drive Admin

Walk Around School Check – Main Focus SW
Office work day (AP)

To be used for planning and development


	

	Thursday
	Morning Support Meeting

Backup Drive Admin


	Dave out all Day – St Thomas

	Friday
	Morning Support Meeting

Backup Drive Admin

Check Status of Backup logs (success/fail?)

Walk Around School Check – Main Focus HW
Securus Check

Office work day (AP)

To be used for planning and development


	


Start of Month Tasks

Month:
Tasks carried out once a month;

Toner

1st of the Month
Check for toner stock levels, order via www.ricoh.co.uk
Servers Drive Space

10th of the Month

Check all servers (curriculum, admin, and member) for disk space. If running low perform search for MP3s, videos which are not needed for work, also resize images and convert bmp to jpeg.
Package Build Day

15th – 17th of the Month

Two days allocated for package building, any other package building will take place IF time is free during the remainder of the month.
Test Backup Restore

20th of the Month

Run test restore on CBS and admin server.

Staff Questionaire

25th of the Month

Send digital questionnaire to staff asking for any issues using ICT for Teaching and Learning, or requests. This could help with planning development of ICT for the next fiscal year

