
Clean Desk-Clean Screen Policy

STATEMENT OF POLICY

To establish and implement policies and procedures which enhance the Company’s image, productivity, and flexibility and ensure the security of Non-Public Personal Information in the Company’s care, custody and control.

PROCEDURES

When You Are At Your Desk

The only files on the surface of your desk should be those needed to perform your assigned tasks.

Only leave the file you are working on open, all other files on your desk should be closed with the file tab information facing down.

Any new documents created should be filed in the appropriate file when it is generated.

All other files should remain in a locked filing cabinet or the locked file drawer of your desk.

When You Temporarily Leave Your Desk

Check to ensure that no sensitive or non-public Personal Information is visible.

Place any sensitive or Non-public Personal Information in your desk drawer.

Close any file you are currently working on and turn them face down with file tab information facing down.

Switch on your computer’s password protected screen saver.

When You Leave Your Desk at the End of the Day

Remove all documents from your desk’s surface.

Lock all files containing sensitive and or Non-Public Personal Information in a filing cabinet or a locked desk drawer.

Switch on your computer’s password protected screen saver.
The SRS team will verify compliance to this policy through various methods, including but not limited to, periodic walk-thru, video monitoring, business tool reports, internal and external audits, and feedback to the policy owner.
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