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Policy Statement: 

Marian University currently maintains office computers, library systems and computing labs with devices 
in a networked environment for administrative, research, student and instruction use (both Windows- and 
Mac-based). Portable devices (carts and laptops) are also available for faculty use in classrooms. All 
devices share a common software image in order to facilitate support and maintenance by the Information 
Technology Department. Significant staff support is required to maintain the computing environment 
within the college. 

Premises for the Policy 

• Integration of technology into the academic process is critical. Therefore, barriers to integrating 
technology into the academic process should be minimal. 

• Integration of technology into the administrative process is critical. 
• Access to labs by students and faculty is critical during open lab hours. Therefore, software must 

be field tested in order to ensure compatibility and to maintain the integrity of the existing 
computing environment. Past attempts to install software without adequate field testing has 
resulted in downtime during lab hours. 

• Demand for technology related resources (e.g., software) increases each year while resources 
required for managing and supporting the resources remains relatively stable. Availability of 
funds to purchase additional technology related resources are therefore limited. Marian University 
cannot support a limitless variety of technology related resources (hardware, software, and human 
resources). Therefore, a process to evaluate software installation requests must be established and 
implemented within the University. Further, this process must provide an adequate amount of 
time for evaluating a software request both in terms of its viability in the existing computing 
environment as well as the costs relative to the impact of its availability. 

• Faculty who make a software request can contribute significantly to the software 
acquisition/installation process. Faculty possess the most knowledge about the software and are 
therefore in the best position to provide information necessary to evaluating the request and 
testing the installation. 

• Two competing forces must be managed carefully: a) a commitment to an innovative, diverse, 
and state-of-the-art computing environment and b) finite resources. 

• The evaluation of a software request by the executive technology committee is submitted in the 
form of a recommendation to the Vice-President, Dean or a designate. Consequently, any appeals 



 
should be made to the Vice-President, Dean or a designate. Factors impacting the evaluation will 
be identified in the recommendation and provided to relevant parties. 

Statement of the Policy 

Software Policy 1: A web-based form will be used for making software requests. This form asks for 
detailed information about the software including: a general description, system requirements and 
compatibility with the existing operating system, funding source (e.g., grant), courses affected and student 
impact (number of students served, hours of instruction based on the software, use of software outside of 
class time and after completing the course, and use by the general user community), a comparison with 
existing available software (e.g., features not available with similar existing available software), when is 
the software needed and how long will it be used. 

Software Policy 1a: Only requests made using the form will be considered. 

Software Policy 1b: All installations in the lab environments require an adequate time-frame for 
evaluation and all installations occur between terms. In order to meet these constraints, requests should be 
made according to the following schedule: 

Desired Availability in Lab Time Frame for Request Response from Committee 
Fall Term March 15 - previous Spring Term April 7 
Spring Term September 15 - previous Fall Term October 7 
Summer Term January 15 - previous Spring Term February 7 

NOTE: Any exceptions must be approved by the appropriate Vice-President, or a designate, as well as 
the Executive Technology Committee. 

Software Policy 1c: The time-frame for installation on portable units should be more flexible and 
negotiated with the Information Technology Department. 

Software Policy 1d: Only software that is certified compliant with existing operating systems will be 
considered for installation. 

Software Policy 2: The IT Department within Marian University will first screen software requests with 
regard to comprehensiveness of the information provided on the software request form and compatibility 
issues. 

Software Policy 3: The IT Department will forward software requests to the Executive Technology 
Committee for further consideration after an initial testing of the software (if possible). The Executive 
Technology Committee will evaluate the request relative to the following: 

• impact on the academic program in terms of number of students served, hours of instruction 
based on the software, and use of software beyond a specific course and by the broader user 
community; 

• comparison with existing available software; 
• ability to perform job functions (administrative use only) 
• compatibility with existing operating systems; and, 



 
• cost of the software (both initial and yearly maintenance) and availability of funding. 

A recommendation will then be submitted to the appropriate Vice-President or a designate. 

Software Policy 4: Faculty/Staff should play a role in field testing the installation of the software. 

Software Policy 5: Upgrades to existing software will occur the next fiscal year after the new versions 
release date so that appropriate funds can be allocated. The IT Department will verify with the appropriate 
departments that the software is still being used prior to purchasing any upgrades. The exception is 
Microsoft Office which is part of the Microsoft Campus Agreement. As part of that agreement Marian 
University already receives all updates. 

 


