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Writing Security Policies and Standards
with Marc Menninger

Example Information Security Policy
This is an example information security policy. Use this as a guide to write or revise the  
information security policy for your organization.

~~~~~~~

Information Security Policy
1.0 Purpose

At [Organization Name], information and information systems form the backbone of our  
operations. The loss of data confidentiality, integrity, or availability can result in financial  
consequences and reputational damage. Our information security policy represents our  
commitment to safeguarding our data, systems, and digital infrastructure. It is designed to  
ensure the protection of all information and information systems essential to our company’s  
functionality.

2.0 Purpose and Commitment

2.1 Purpose

The purpose of this information security policy is to establish a framework for safeguarding our  
data, systems, and digital infrastructure. This policy outlines our commitment to maintaining  
data security, confidentiality, integrity, and availability while ensuring compliance with relevant  
laws and regulations.

2.2 Commitment to Information Security

We are dedicated to protecting information, and we commit to:

•	 Safeguarding data: We are dedicated to safeguarding the confidentiality,  
integrity, and availability of information by instituting any necessary  
protection measures.

•	 Compliance: We commit to meeting all relevant regulatory and legislative  
information protection requirements.

•	 Business continuity: We maintain business continuity plans to ensure the  
availability of critical information and systems.

•	 Security training: We provide appropriate information security training to  
all staff to enhance awareness and knowledge.

•	 Secure tools: We make appropriate and secure tools available to all staff  
for their work.
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•	 Incident reporting: We require all employees to report and follow up on all  
information security breaches, whether actual or suspected.

•	 Proactive risk management: We commit to regularly assessing risks to protect  
confidential information and assets, proactively mitigating security risks to a  
reasonable level.

•	 Continual improvement: We are dedicated to continually improving our  
information security practices to adapt to evolving threats and ensure ongoing  
protection of our information assets.

3.0 Scope

This policy applies to all employees, contractors, and stakeholders who interact with company  
information assets, regardless of the medium or format in which information is stored.

4.0 Policy

4.1 Information Classification

We classify information into categories based on its sensitivity to help determine the appropriate  
level of protection. Please refer to the data classification policy for detailed information about  
how we classify data and the specific criteria used for each classification level.

4.2 Access Control

We implement strong authentication mechanisms, including multifactor authentication (MFA),  
for accessing sensitive systems and data.

4.3 Network and Device Security

Security measures, including firewalls, intrusion detection systems (IDSs), and regular security  
updates, are defined and implemented to protect our network infrastructure.

4.4 Incident Response

We maintain a well-defined incident response plan and process to effectively address security  
incidents. Clear roles and responsibilities are defined during incidents, ensuring timely  
communication and effective resolution.

4.5 Physical Security

Physical security measures are implemented to safeguard equipment and data storage  
locations, including access control systems. Please refer to the physical security policy for  
detailed information about our physical security measures.

4.6 Remote Work and Bring Your Own Device (BYOD)

Security requirements for remote work, including secure VPN connections and regular security  
updates on personal devices used for work, are defined.
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4.7 Employee Training and Awareness

All employees must take regular security awareness training, ensuring they are educated about  
social engineering threats, phishing attacks, and best practices for safe online behavior.

4.8 Third-Party Risk Management

We assess third-party vendors’ security practices before sharing sensitive information. Data  
protection and security expectations are defined when engaging with external partners,  
ensuring they adhere to our security standards.

4.9 Regular Audits and Assessments

Periodic security audits and assessments are conducted to identify vulnerabilities and ensure  
compliance with this policy and related security standards. Responsibilities for overseeing  
security audits and ensuring that corrective actions are taken are clearly assigned.

4.10 User Responsibilities

All users must follow the acceptable use policy (AUP), which outlines guidelines and expectations,  
including acceptable behavior, data handling, and security compliance. For more details about  
user responsibilities, please refer to the AUP.

4.11 Policy Review

A regular review schedule for this policy is established to ensure alignment with evolving security  
threats and industry best practices. This iterative process demonstrates our commitment to  
maintaining a robust information security framework.

4.12 Contact Information

For reporting security incidents, asking questions, or addressing concerns related to information  
security, contact details for our designated information security representative are provided,  
ensuring transparency and efficient communication channels within our organization.

5.0 Responsibilities

Employees

•	 Follow all security protocols, handle data responsibly, complete required  
security awareness training, and report incidents

IT Department

•	 Implement and maintain security measures, keep systems updated and secure,  
monitor compliance with this policy, and manage and mitigate security incidents

Managers

•	 Ensure team adherence to security policies, promote a security culture, provide  
resources for training and measures, and support incident response efforts
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Security Officer

•	 Align security strategy with business goals, manage risks, enforce policy  
compliance, and lead incident response

6.0 Compliance

Compliance with this policy is mandatory for all employees, contractors, and stakeholders.  
Noncompliance may result in disciplinary actions, including termination of employment, and  
could lead to legal consequences if it involves violations of laws and regulations. All personnel  
are expected to fully adhere to the guidelines and procedures outlined in this policy to ensure  
the protection of the organization’s information assets.

7.0 Enforcement

This policy will be enforced with regular audits and continuous monitoring conducted by the  
security officer. Any violations of the policy will be subject to thorough investigation, and  
appropriate disciplinary measures will be taken based on the severity of the noncompliance.  
Actions may include warnings, retraining, suspension, or termination, depending on the  
nature of the violation.

8.0 Definitions

•	 Confidentiality: ensuring that information is accessible only by those authorized  
to have access

•	 Integrity: maintaining the accuracy and completeness of information and  
processing methods

•	 Availability: ensuring that authorized users have access to information and  
associated assets when required

•	 Multifactor authentication (MFA): a security system that requires more than  
one method of authentication from independent categories of credentials to  
verify the user’s identity

•	 Incident: an event that could or does result in harm to the organization’s  
information systems or data

•	 Risk assessment: the process of identifying, evaluating, and prioritizing risks to  
organizational operations

9.0 Review and Updates

This policy will be reviewed annually or as needed to ensure its relevance and effectiveness in  
addressing evolving security threats and business needs. The security officer is responsible for  
coordinating the review and update process, involving relevant stakeholders, and incorporating  
feedback. A revision history will be maintained to document changes and updates, ensuring  
transparency and providing a record of the policy’s evolution.
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Revision History

Date Description of Change Changed By

YYYY-MM-DD [Initial draft or specific changes made] [Name or role]


