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ARQIVA LIMITED

COMPUTER ROOMS CODE OF CONDUCT
	All machine rooms run critical business systems and may involve cost penalties for loss of service.  In addition there could be serious impact to customer and employee satisfaction.

All customers including their agents and subcontractors, visitors invitees and employees  must conform to the following requirements: -

The customer shall ensure that its and subcontractors, visitors invitees and employees  comply with this Code.

1. No refreshments, portable radios, kettles, mobile phones or talk back pagers allowed to be 
used in computer rooms.

2. Be aware of all fire exits, fire alarm buttons and emergency power off (EPO) buttons.  They 
are large red buttons, operated by pressing the centre. EPO buttons are for use in 
EMERGENCIES ONLY, i.e. if someone is suspected or being electrocuted or in case of 
electrical fire. 

3. Do not impede fire walkways and doors.

4. Under no circumstances lift floor tiles, lay or pull cables or plug-in equipment under the floor 
without change/problem control or Health & Safety assistance.

SAFETY/TIDINESS

5. NO refreshments allowed, keep cardboard and pallets to a minimum.  The user should remove all unwanted cardboard and pallets a.s.a.p. due to fire hazard.  Where possible, all unpacking should take place outside the machine rooms.

6. NO trailing cables (power, coax etc) to be placed above raised floor.  There must be no 
unmarked hazards.  Cones and tapes are provided to enable adequate marking off any 
areas.  You are obliged to ensure that this is carried out satisfactorily.  This is a legal 
requirement which must be complied with.
7. ALL machines and cabinets/racks must be left complete with all covers in place and where 
possible locked, all wiring must be left tidy.  No storing/dumping of equipment without prior 
permission from Property.  Any equipment suspected dumped will be disposed of by 
Property.

SECURITY

8. ALL visitors/customers/contractors/invitees and visitors must be escorted whilst on site and in computer rooms.   No tailgating, everyone must badge into the room.  No signing-in without prior authority from Security. Personnel may be challenged at any time to provide proof of correct access 
authorisation whilst on any site or in the computer rooms.


Any breaches or violations of any kind of this Code will be communicated to the users manager or in the case of a customer a Company Officer,  and withdrawal of access and/or disciplinary action may follow.
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