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Introduction  

Featurespace cultivates an intelligent, proactive, and professional approach in all that we do.  

We challenge each other to find new solutions to problems; our work is constantly evolving 

as our business grows.  

Our products are relied on to provide mission-critical solutions for our customers. As our 

company develops, we need to implement policies that protect our company, our customers, 

and our colleagues.  

Scope 

The purpose of the Featurespace Clear Desk Policy is to provide guidance and support to 

promote a secure and collaborative environment for everyone who works and visits 

Featurespace. It is designed to reduce the risk of a security breach, fraud and information 

theft caused by documents being left unattended. 

In addition to the above, the management and control of all personal data is important to us 

so that we can remain compliant with our General Data Protection Regulations (GDPR) 

requirements. 

This policy applies to everyone who works at Featurespace, including contractors. 

Clear desk guidance  

• All employees are advised to tidy their desks of any personal or confidential 

information when away from their desks for any period. 

• When leaving a meeting room please ensure that all information is removed. This 
includes erasing any information on white boards and flipcharts. 

• All papers are to be removed from printers and photocopiers for filing or disposal as 
soon as possible.   

• Consider scanning paper items and filing them in your computer. 

• All removable computer media, including CDs, DVDs, digital storage media and 
drives, need to be locked away. 

• All systems are logged off and, where appropriate, closed down.  

• Where portable computing devices such as laptops are left at work out of hours, they 
should be locked away in a secure drawer or similar location. Alternatively, the 
Sysadmin team can also supply an approved lock to secure laptops on the desk. 

• The command 'Windows key + L' should be used to lock screens and prevent 
unauthorised viewing of the screen and access to the laptop. 

• Sensitive or confidential material such as access information or passwords should not 
be written down or recorded anywhere other than Featurespace-approved secure 
locations. 

• All sensitive or confidential documents should be disposed of carefully. Please use 
the official shredder bins and locked confidential disposal bins provide by 
Featurespace. 

• Please keep filing cabinets containing sensitive or confidential information closed and 

locked when not in use. 


