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Clear Desk Policy
Purpose
This policy is designed to protect sensitive information, maintain a secure working environment, and promote professionalism within Supreme Guarding Services Limited by ensuring that workspaces are kept clear and always organized.
Scope
This policy applies to all employees, contractors, and temporary staff working at any Supreme Guarding Services Limited site or office location.
Policy Guidelines
1. Workstations
· All desks must be cleared of confidential or sensitive materials at the end of each shift or workday.
· Papers, files, notebooks, and any documents containing personal or company-sensitive information must be securely stored in locked cabinets or drawers.
· Keys to lockable drawers or cabinets must be kept secure and never left on desks or in unsecured locations.
2. Electronic Devices
· Computers and laptops must be logged off or locked when unattended.
· Portable storage devices (USBs, external drives) must be removed and stored securely when not in use.
· Company phones and tablets should not be left unattended in open areas.
3. Printed Materials
· Only print documents when necessary and collect them immediately.
· Avoid leaving printouts on printers or fax machines.
· Shred all confidential or sensitive documents before disposal using approved shredders.
4. Personal Items
· Personal items should be kept to a minimum on desks.
· Food and drink should be managed responsibly to maintain cleanliness and hygiene.
5. End of Day Checklist
Employees are expected to:
· Clear their desk of papers, notes, and documents.
· Lock away sensitive materials.
· Log off or lock their computers.
· Dispose of waste appropriately.
· Ensure the area is tidy and professional.
Non-Compliance
Failure to comply with this policy may result in disciplinary action, as it may compromise company security and data protection obligations.
6. Policy Review and Approval
This policy will be reviewed annually and updated as necessary. All changes must be approved by the Company’s executive leadership.

Signed By: Muhammad Khan
 CEO of SUPREME FACILITIES LTD
Supreme Guarding Services Ltd, CEME Campus, FFOF 26, Marsh Way, Rainham, RM13 8EU
P: +44 (0) 0121 238 2454| E: info@supremeguarding.com; Web: www.supremeguarding.com
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