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1) Keep passwords and log ons secure – don’t share ! 

2) Shred unwanted material or put in confidential waste.

3) Have a clear desk policy 

4) Encrypt all mobile devices - laptops and mobile phones etc 

5) Fax securely – ring and check the recipient is present 

6) Check your email addresses are correct before sending  

7) Lock screens , cupboards and offices when not present

8) Don’t leave client’s  personal information on view 

9) Carry personal information securely when on the move 

10) Be vigilant – no client conversations in public places – don’t be overheard!    

Ten Top Tips !
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