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e Computer equipment means personal computers and servers, plus computer peripherals such as
printers.

e The asset custodian is the person who works with the computer on a day-to-day basis and will
have a detailed knowledge of the nature of the equipment and any software or information

contained in it.

Who has the responsibility?

The asset custodian of the equipment has full responsibility for ensuring safe disposal under this policy.
Normally the custodian will be the person who uses it in the case of desktop systems and for servers the
custodian will be the administrator. The asset custodian should take advice from the IT Helpdesk relating

to the software or information contained in the equipment.

What is the policy?
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sensitive personal data as defined by the Data Protection Act 1998, and/or where the computer
has been used in an especially sensitive area of the College, the disk should be removed and
physically destroyed by crushing.

9. In the case of all disposals where the equipment leaves the ownership of the College, to comply
with the licence and copyright law, the asset custodian together with IT Department must ensure
that all software (other than the original operating system) is removed, unless transferable
software licences including original disks and documentation are supplied with the computer. The
original operating system may be retained if the original certificates are available to be transferred
with the machine. For the avoidance of doubt, site licensed software such as Microsoft software is
not transferable. Re-partitioning and re-formatting the disk will effectively remove software as well

as data files.
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