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[bookmark: _Toc193872237]Introduction
Slaugham Parish Council is committed to ensuring the effective, secure, and ethical use of information technology (IT) to support the delivery of public services and the Council’s functions. 
This IT Policy outlines the principles and guidelines for the use, management, and security of IT systems, including hardware, software, networks, and data.
All employees, Councillors, and any individuals using Council IT resources are required to adhere to this policy.
[bookmark: _Toc193872238]Purpose
The purpose of this policy is to:
· Ensure the security, integrity, and confidentiality of Council IT systems and data.
· Promote the responsible use of IT resources by all users.
· Protect the Council from the risks associated with data breaches, cyber-attacks, and misuse of IT resources.
· Ensure compliance with legal and regulatory requirements related to data protection and IT security.
[bookmark: _Toc193872239]Scope
This policy applies to all users of Slaugham Parish Council  IT systems, including:
· Councillors
· Council staff
· Contractors, volunteers, and any third-party users who have access to Council IT systems and resources.
The policy covers all IT systems and resources provided by the Council, including but not limited to:
· Computer hardware (e.g., desktops, laptops, tablets)
· Software applications
· Network infrastructure (e.g., internet, Wi-Fi)
· Email and communication systems
· Data storage and backups
· Cloud-based systems
· Any other IT equipment or services owned or operated by the Council.
[bookmark: _Toc193872240]Acceptable Use of IT Resources
All users must adhere to the following acceptable use guidelines:
· Business Use Only: IT resources provided by the Council should be used primarily for business-related purposes and tasks that support the Council’s objectives. Personal use of Council IT resources should be limited and must not interfere with work duties or affect productivity.
· Prohibited Activities: The following activities are strictly prohibited on Council IT systems:
· Illegal activities, including software piracy, hacking, or downloading illicit content.
· Use of Council systems for personal commercial purposes or for political activities unrelated to Council functions.
· Accessing or distributing offensive, discriminatory, or inappropriate content.
· Unauthorized access to confidential or sensitive information.
· Circumventing or attempting to bypass security measures.
· Respect for Copyright and Intellectual Property: Users must ensure that any software or digital content used is properly licensed and that intellectual property rights are respected.
[bookmark: _Toc193872241]Data Security and Privacy
Data Protection: The Council is committed to safeguarding personal data in compliance with the Data Protection Act 2018 and the General Data Protection Regulation (GDPR). All personal and sensitive data should be handled in a secure and confidential manner, and users must ensure that they understand their obligations under data protection laws.
Password Security: Users must follow best practices for creating and maintaining secure passwords. This includes using strong, unique passwords for all accounts, avoiding sharing passwords, and changing passwords regularly.
Encryption: Sensitive data must be encrypted when stored and transmitted. Users must ensure that data encryption tools and secure communication methods (e.g., secure email, VPN) are used when dealing with confidential or sensitive information.
Access Control: Users should only access data and systems that are necessary for their role. Access to sensitive or restricted data should be granted on a need-to-know basis, and users must never share their login credentials with others.
[bookmark: _Toc193872242]IT Equipment and Software Management
Hardware and Software Usage: Council-provided devices should be used only by authorised users and for work-related activities. Any personal software or hardware should not be used on Council devices unless explicitly approved by the Councils IT support provider. department.
Installation of Software: Only software that is licensed and approved by the Council’s IT department support provider should be installed on Council devices. Unauthorised installation of software or applications is prohibited.
Device Maintenance: All Council-owned devices should be regularly maintained and updated, including operating system patches and software updates. Users should report any malfunctions, damage, or issues with devices immediately to the IT department.
Remote Work: For users working remotely, the same security measures and guidelines apply. Secure connections (e.g., VPN) should be used to access Council systems, and remote workstations must be protected by strong passwords and encryption.
[bookmark: _Toc193872243][bookmark: _Hlk193872024]Network Security
Firewall and Antivirus Protection: All devices accessing the Council’s network must have appropriate firewall and antivirus protection. The IT department will manage updates and patches for antivirus software and firewalls to prevent unauthorised access and malware infections.
Wi-Fi Usage: The Council’s Wi-Fi network is to be used exclusively for business purposes. Users should ensure that they connect to the correct network and avoid using public Wi-Fi without securing their connection through a VPN.
External Devices: Personal devices (e.g., smartphones, tablets, USB drives) should not be connected to the Council’s network unless authorised by the IT department and verified for security compliance. All external devices must be scanned for malware before connection.
[bookmark: _Toc193872244]Incident Reporting and Response
Reporting Security Incidents: Any user who suspects a security breach, malware infection, loss of data, or any other IT-related incident must immediately report the incident to the IT department. Timely reporting is crucial to minimize the risk to the Council’s systems and data.
Incident Response: The IT department will investigate any reported incidents, implement corrective actions, and notify relevant authorities where necessary. The Council will also conduct a review of policies and practices following a security breach to prevent future incidents.
Disciplinary Action: Failure to comply with this IT policy may result in disciplinary action, up to and including termination of employment or removal from Council membership for Councillors.
[bookmark: _Toc193872245]Backup and Data Recovery
Regular Backups: The Council will implement a system of regular backups to ensure that critical data is protected and can be recovered in case of hardware failure, data corruption, or cyber-attacks.
Data Recovery: In the event of data loss, the IT department will follow the Council’s data recovery protocols to restore lost or damaged data. Users must not attempt to recover data themselves without consulting the IT department.
[bookmark: _Toc193872246]Compliance and Monitoring
Compliance with Legal and Regulatory Requirements: The Council will comply with all relevant laws, regulations, and standards related to IT, including the Data Protection Act 2018, the GDPR, and industry best practices.
Monitoring of IT Systems: The Council reserves the right to monitor the use of its IT resources to ensure compliance with this policy and to maintain the security and integrity of systems and data. Monitoring will be conducted in accordance with relevant laws and will be proportionate to the need to safeguard the Council’s assets.
[bookmark: _Toc193872247]Review of IT Policy
This policy will be reviewed annually or whenever there are significant changes to technology, legal requirements, or the Council’s operational needs. 
All users will be notified of any changes to the policy.
[bookmark: _Toc193872248][bookmark: _Hlk193872216]Conclusion
By adhering to this IT Policy, Slaugham Parish Council ensures that its IT systems are secure, efficient, and used in a responsible manner, supporting the effective delivery of services to the residents of East Grinstead. 
Compliance with this policy is essential to protect both the Council and its stakeholders from potential risks and threats in the digital landscape.
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