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Clean Desk Policy
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Purpose
Information, and the security of it, is important to Carlow County Childcare Committee and we are committed to ensuring that we manage that information in the best way possible.
A clean desk policy is a means of ensuring information security by requiring that sensitive and/or confidential information is not left anywhere it can be seen or removed from the workspace and is locked away when staff are away from their desks, when not in use, and at the end of the day. 
It is one of the easiest ways that Carlow County Childcare Committee can reduce the risk of security breaches in the workplace. The purpose of this policy is to outline the minimum requirements for a “clean desk” and applies to all permanent, temporary and contracted staff working in Carlow County Childcare Committee. 


Responsibilities of Staff
Every member of staff is required to ensure that;
· All sensitive and/or confidential information whether in electronic or hardcopy format, is put away or rendered inaccessible in the workplace when
· Not in use
· When away from workstation for other than an short period of time
· At the end of the working day
· Any computer workstation, laptop, tablet or other electronic device is locked with password access only when he/she is away from their workstation and completely shut down at the end of the day  
· Any portable device should be locked away in a secure cabinet/drawer at the end of the day.
· All confidential papers or restricted information is removed from their workstation and locked away at the end of the day
· All files and documents are returned to the appropriate filing cabinets or storage areas and are locked when not in use.
· Any access keys are not left at an unattended desk
· Any sensitive / confidential information that does not form part of a file and is no longer required is disposed of by being shredded or placed in designated confidential waste bins.
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