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Computer Room Management Regulations

Department of Civil Engineering, National Taiwan University

Approved by the Meeting of the Computer Committee on March 4, 2020

Purpose

These Computer Room Management Regulations are established as
guidelines for the operation and management of the computer room
(Room 605) of the Civil Engineering Research Building (hereinafter
“CERB"”) of the Department of Civil Engineering to ensure proper
operation and management of the computer room, to maintain normail
system operation, and to secure information security and confidentiality.

CERB Computer Room Usage Management

The CERB computer room is a controlled area and the following usage
management guidelines apply to all persons accessing the controlled
areq.

(1) The computer room should have an access control system to
control personal access. Access for any private business is
prohibited. Computer room management staff shall be
designated by the head of the department.

(1) Any person accessing the computer room must first fill an
application in the CERB computer room management system of
the Department of Civil Engineering, National Taiwan University.
Access allowed only after approval by the computer room
management staff.

(1) It is strictly prohibited to smoke, eat or drink in the controlled area
of the computer room.

(IV) It is strictly prohibited to place flammable objects or any
equipment, electronic appliance or any other object that has not
been approved for use in the computer room.



(V)

(V1)

(VII)

(VIIl)

All objects inside the computer room shall be placed neatly and
affixed with identification labels as required. Objects shall be
returned to their original locations after use. Waste shall be
removed from the room as soon as possible to maintain the
neatness and cleanliness of the controlled area.

To use any space or to add any equipment in the computer
room, an “Equipment Placement/Removal/Maintenance
Application Form for CERB Computer Room, Department of Civil
Engineering, National Taiwan University” shall first be completed
(see Attachment) and the equipment shall only be placed in the
computer room after approval.

The person responsible for the equipment shall conduct his/her
evaluation of the usability and frequency of use of the computer
equipment and shall replace or remove outdated or idle
equipment regularly.

The person responsible for each piece of equipment in the
computer room shall provide contact information, including
email and telephone numbers by which they can be reached for
the handling of the equipment maintenance as part of their
responsibilities.

Access Control

Other than the management staff of the computer room, no other

person shall be allowed to access the computer room without

permission.

(1)

The following persons may access the computer room for

business reasons by filing an application in the CERB computer

room management system of the Department of Civil

Engineering, National Taiwan University:

1. Teachers of relevant equipment in the computer room and
the designated responsible person for the equipment.

2. Maintenance or installation staff of the supplier of computer
equipment.



(1)

()

(V)

3. Relocation workers from shipping companies who need to
access the computer room to relocate objects.

When any of the above persons wishes to access the computer
room, the relevant teacher or designated responsible person for
the equipment shall file an application one working day in
advance. On the day of access, the management staff of the
computer room shall be asked to assist with access. Upon
departure, the time of departure shall be reported to the
management staff of the computer room.

In case of emergency, access to the computer room shall not be
subject to the above restrictions. The reason for access shall be
reported to the management staff of the computer room within
one working day.

All persons accessing the computer room shall close the doors
behind them and shall turn off the lights when they leave.

Equipment Control

Controlled equipment includes all relevant objects such as facilities and

equipment required to operate the computer room.

(1)

(1)

(i)

No one shall bring into or away from the computer room anything
other than that required for operation.

Any person who wishes to bring any equipment, part or
component into (away from) the computer room shall first
complete an "“Equipment Placement/Removal/Maintenance
Application Form for CERB Computer Room, Department of Civil
Engineering, National Taiwan University” and shall only do so after
approval by the head of the department.

The locations of the information equipment inside the computer
room and the cable connections shall be in accordance with the
instructions of the management staff of the computer room,
without any unauthorized change.



V.

VI.

Equipment On/Off

(1)

(1)

In case of scheduled stoppage of equipment due to
maintenance in the computer room, such as for servers, network
equipment, air conditioner or uninterrupted power equipment,
the management staff of the computer room shall send an email
notice to relevant staff three days before the stoppage, advising
the cause of the stoppage and the estimated period of
stoppage.

After the reason for the computer room equipment stoppage
ceases to exist, the teachers and designated responsible persons
for the relevant equipment shall be responsible for turning on the
equipment and reinstating the normal operation of the system.

These Computer Room Management Regulations are approved by the

meeting of the Computer Committee of the department, submitted to

the Academic Committee and shall be implemented following its

approval. The same shall be applicable in case of any amendment.

The application process flow and relevant documents shall be further

established by the Computer Committee.



