Security Policy Manual: An Overview

1. Purpose

This manual serves as the foundational document for an organization’s cybersecurity
program. Its primary purpose is to establish a clear, comprehensive framework of policies,
procedures, and standards designed to protect the confidentiality, integrity, and
availability of all organizational information assets, including data, systems, and networks.
Adherence to these policies is mandatory for all employees, contractors, and third-party
partners.

2. Scope

The policies outlined in this manual apply to all individuals who have access to the
organization's information systems and to all information assets, regardless of their
physical location (on-site or remote). This includes, but is not limited to, data stored in the
cloud, on company servers, or on personal devices used for work purposes.

3. Key Policy Areas
Access Control Policy

This policy governs how users are granted, modified, and revoked access to information
systems. Itis based on the principle of least privilege, ensuring that individuals only have
the access they absolutely need to perform their job functions. It includes guidelines for
user authentication (unique user IDs, strong passwords), authorization, and regular access
reviews.

Data Classification and Handling Policy
All organizational data is classified into sensitivity tiers (e.g., Public, Internal, Confidential,

Restricted). This policy defines the rules for handling, storing, and transmitting data based
on its classification level to prevent unauthorized disclosure.



Acceptable Use Policy (AUP)

This policy defines the acceptable and unacceptable uses of organizational information
systems and assets. It covers topics such as personal use, software installation, and
internet browsing. The AUP is designed to protect against malicious activities, legal
liabilities, and inappropriate use of company resources.

Malware Protection Policy

This policy mandates the use of approved anti-malware software on all company devices
and systems. It outlines procedures for scanning, updating, and responding to detected
threats. It also educates users on the importance of not disabling security software or
downloading unapproved applications.

Remote Work and Mobile Device Policy

This policy provides specific security requirements for employees working outside of a
standard office environment. It mandates the use of approved devices, secure network
connections (e.g., VPNs), and adherence to data handling protocols to protect company
information while off-site.

Physical Security Policy

While this manual focuses on digital security, a comprehensive policy must address the
physical protection of information assets. This policy covers access to company premises,
server rooms, and the secure handling of physical media.

4. Roles and Responsibilities

e Executive Management: Responsible for providing resources and support for the
cybersecurity program and approving security policies.

e IT and Security Teams: Responsible forimplementing and enforcing policies,
monitoring systems, and responding to incidents.

e Al Employees: Responsible for understanding and complying with all security
policies, protecting their credentials, and reporting any potential security issues.



5. How to Use This Manual

This manualis a living document. It should be reviewed annually and updated as new
threats and technologies emerge. All new employees should receive a copy and be trained
on its contents during onboarding. It serves as a reference for all personnel to ensure they
are equipped with the knowledge to make secure decisions in their daily work.
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