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Cyber Security Policy

Introduction
We understand that cyber security is essential in protecting our business, clients, and employees from the increasing threats in the digital world. This policy sets out our commitment to safeguarding all information assets against unauthorised access, breaches, and other cyber threats. Our aim is to ensure the integrity, confidentiality, and availability of our data and systems.

Purpose
The purpose of this Cyber Security Policy is to:
· Protect Data: Ensure the confidentiality, integrity, and availability of all data and information systems.
· Prevent Breaches: Safeguard against unauthorised access, data breaches, and other cyber threats.
· Ensure Legal Compliance: Ensure adherence to relevant data protection laws and regulations.
· Promote Security Awareness: Educate and empower employees to recognise and respond to cyber security threats.
Scope
This policy applies to all employees, contractors, third-party vendors, and any other individuals who have access to our information systems or data. It covers all forms of data, including written, spoken, and electronic, across all devices, networks, and storage media used by the company.

1. Roles and Responsibilities
1.1. Leadership
· Directors: Responsible for the overall implementation and enforcement of this policy.
· IT Manager: Oversees the company’s cyber security efforts, including system security, data protection, and compliance with this policy.
1.2. Employees
· All Staff: Required to follow all guidelines and procedures outlined in this policy and report any suspicious activities or security incidents immediately.
· Managers: Ensure that their teams are trained and adhere to the cyber security protocols.

2. Information Security Principles

2.1. Confidentiality
· Access Control: Restrict access to sensitive information to authorised personnel only. Use role-based access controls (RBAC) to ensure employees can only access the data necessary for their role.
· Data Encryption: Encrypt sensitive data both at rest and in transit to prevent unauthorised access.
2.2. Integrity
· Data Accuracy: Ensure that data is accurate and complete. Implement checks to detect and correct data corruption or unauthorised alterations.
· System Updates: Regularly update systems, applications, and antivirus software to protect against vulnerabilities.

2.3. Availability
· Backup Procedures: Implement regular data backups to ensure business continuity in case of data loss or system failure.
· Redundancy and Failover: Use redundancy and failover strategies to maintain access to critical systems in the event of an outage.

3. Network and System Security

3.1. Network Security
· Firewalls: Deploy firewalls to control incoming and outgoing network traffic and protect the company’s network from unauthorised access.
· VPN Usage: Use Virtual Private Networks (VPNs) for secure remote access to the company’s network.
3.2. System Security
· Anti-Malware: Ensure all devices are protected by up-to-date anti-malware software.
· Patching: Apply security patches and updates to operating systems and software promptly.

4. Data Protection and Privacy

4.1. Data Classification
· Classification Levels: Classify data according to its sensitivity (e.g., Public, Internal, Confidential, Highly Confidential) and apply appropriate protection measures for each level.
4.2. Handling Personal Data
· GDPR Compliance: Handle personal data in compliance with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.
· Data Minimisation: Collect only the data necessary for business operations and ensure it is stored securely.
4.3. Third-Party Data Sharing
· Vendor Management: Ensure third-party vendors comply with our cyber security standards through contractual agreements and regular security assessments.

5. User Responsibilities

5.1. Password Management
· Strong Passwords: Require the use of strong, unique passwords for all systems. Passwords should be at least 12 characters long and include a mix of letters, numbers, and special characters.
· Password Changes: Mandate regular password changes and discourage the reuse of old passwords.
5.2. Secure Authentication
· Multi-Factor Authentication (MFA): Implement MFA for accessing sensitive systems and data to add an extra layer of security.
· Account Lockout: Enable account lockout mechanisms after a certain number of failed login attempts to prevent unauthorised access.
5.3. Device Security
· Device Locking: Require that all devices are locked when not in use to prevent unauthorised access.
· Mobile Device Management (MDM): Use MDM solutions to secure company data on mobile devices.

6. Incident Response and Reporting

6.1. Incident Response Plan
· Preparation: Develop and maintain an incident response plan that outlines the steps to be taken in the event of a cyber security incident.
· Containment and Eradication: Implement procedures for containing and eradicating threats to minimise damage.
6.2. Reporting Incidents
· Immediate Reporting: All employees must immediately report any suspected or actual cyber security incidents to the IT Manager or designated cyber security officer.
· Incident Documentation: Document all incidents and responses for future reference and improvement.

7. Security Awareness and Training

7.1. Regular Training
· Mandatory Training: Provide mandatory cyber security training for all employees at onboarding and annually thereafter.
· Phishing Simulations: Conduct regular phishing simulations to test employees’ awareness and response to potential threats.
7.2. Security Updates
· Ongoing Communication: Regularly update employees on the latest cyber security threats and best practices through newsletters, emails, and meetings.

8. Compliance and Monitoring

8.1. Policy Compliance
· Audits: Conduct regular audits to ensure compliance with this policy and identify areas for improvement.
· Non-Compliance: Failure to comply with this policy may result in disciplinary action, up to and including termination of employment.
8.2. Continuous Improvement
· Policy Review: This policy will be reviewed annually or in response to significant changes in the threat landscape or regulatory requirements.
· Feedback Mechanism: Encourage feedback from employees on improving cyber security practices and policy effectiveness.

9. Contact Information
For any questions or concerns regarding this Cyber Security Policy, please contact:
· IT Manager: [Name]
· Email: [Email Address]
· Phone: [Phone Number]

Conclusion
Protecting our company’s digital assets is a collective responsibility. By adhering to this Cyber Security Policy, you are playing a crucial role in safeguarding our information, systems, and overall business integrity. Thank you for your commitment to maintaining a secure working environment.




Disclaimer:
This document was created with the assistance of Artificial Intelligence (AI). While the content has been generated and reviewed for accuracy and relevance, it is essential that this document be thoroughly reviewed by a qualified professional before implementation or use. The AI-generated content may require adjustments to ensure it fully aligns with specific legal, regulatory, or organisational requirements. The responsibility for verifying the accuracy and appropriateness of the information contained within this document rests with the user.
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