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Work Property – personal and shared workspace 

Do Don’t 

Ask to borrow items especially if you are working in 
another person’s workspace. 

Photocopy or print class notes, print essays or readings.  

Tidy your workspace and replace items (scissors, 
stapler, tape etc.) back to where you found them. 

Download anything over the internet while using a work 
computer as viruses can cause a lot of damage 
especially to network settings. 

Ask to be trained on how to use the computer, 
printer and photocopier. 

Use Facebook and Twitter, watch YouTube videos or 
open personal email 


