	
	
	



DIGITAL SAFETY 
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WHILST AT WORK
· To protect information on the company's internal system, please read the following guidelines carefully. 

·  Please do not log onto personal emails and social media sites. 
· When using information provided from the internet make sure the information has come from a reliable source. 
· Keep your passwords safe. 
· Do not write your passwords down anywhere. 
· Do not share your passwords.
· Change your passwords monthly. 
· Make sure to lock your computer when you leave your desk. 
· Always make sure your computer is updated. 
· Do not use your work computer equipment on public Wi-Fi.

·  Do not click on links sent from emails you do not recognise. 
· Avoid opening emails from email addresses you do not recognize.
·  Inform your manager or the IT department if you think you have been sent a suspicious email.
Common signs of phishing emails are spelling or grammar mistakes and Unfamiliar tones and greetings for example “Simon you are a winner...”
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