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1. Scope

Organisation Name's information assets and any informati ssets owned by a
third-party that Organisation Name supports.

All Organisation Name's records are subject to the retention
procedure.

2. Responsibilities

2.1 All Employees/Staff of Organis
responsibilities.

2.2 The Chief Informatio
system audits.

ments — general:

3.1.1Th retains a list of applicable statutory and regulatory
requirements relevan anisation Name's information systems. The Board of
Directors reviews thi annually, updating it as appropriate, and ensures that any
activities underta o not contravene any of the regulations and statutes
prevailing. Appropriate staff training and awareness is provided as necessary.

3.1.2 Organisation Name will protect its own and other parties’ intellectual property
through control over access to information and the proper licensing of information
and software.

<<3.1.3-3.1.4 removed for sample purposes>>

3.2 Copyright



3.2.1 Copying (including duplicating and any other variant of the copying concept) of
anything (whether document, digital asset, software, or anything else) other than in
line with UK copyright law is explicitly forbidden.

3.2.2 Software and other third-party copyrighted items may only be obtained
through legitimate suppliers, and only on the basis that the software or copyright
licence terms will be complied with, including as to numbers of users/basis of sale,
etc. Organisation Name will maintain a software and copyright asset register
together with copies of software licences, etc. From time to time, internal audits will

originated by third parties under contract to Organ
contractors, teleworkers and Employees [ ould be
established through contracts.

<<3.2.4-3.2.6 removed for sampl

3.3 Trademarks

3.3.1 Top Management w it i opriate for Organisation Name to
register tradem

3.3.2 All trademar istered, are listed and will be managed by the
Board

333 s will take appropriate action, including legal action where
necessa

See the Data Protection and Confidentiality Policy.

3.5 Record retention
3.5.1 The required retention periods, by record type, are below:
Record type: HR record

Retention period: 6 years
Responsible: Chief Executive Officer (CEO)



Record type: Finance data
Retention period: 6 years
Responsible: Chief Executive Officer (CEO)

Record type: Customer data
Retention period: 6 years
Responsible: Head of IT (CIO)

Record type: Incident documents
Retention period: 3 years
Responsible: Chief Information Security Officer (CISO)

Record type: Property lease documents
Retention period: 2 years
Responsible: Chief Executive Officer (CEO)

<<Content removed for sample purpo

Record type: Health and care re

Retention period: The specific rete e i nts for health and care records
are listed in the Records Manageme 8 for Health and Social Care
2016 in its detailed rete is updated regularly.)

3.5.2 The Mana responsible for destroying data once it
has reached the Destruction must be completed within

353 ools for system audits, and the Head of IT (CIO)
is res i n of information system audit tools.

The Information ty Manager is the owner of this document and is responsible
for ensuring that it is reviewed in line with the requirements of the management
system.
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