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Purpose

Staff know how company laptops, accounts and data may be used.

Scope

All employees and contractors, on company or personal devices that reach company data.

Rules

1. Company laptops use full-disk encryption and automatic screen lock after five minutes.

2. Customer data stays in approved systems and is never copied to personal accounts or chat.

3. Software that handles company data must be on the approved tools list; new tools are requested from the
VP Engineering.

4. Lost or stolen devices are reported within one hour so they can be locked and wiped.

Ownership and review

Owner: Tomas Achebe (VP Engineering). Reviewed every 12 months.
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