MANAGER’S GUIDE

IT SYSTEMS AND MANAGEMENT

This guide provides managers with key information on implementing and enforcing the IT System and
Management Policy at [Company Name]. As a manager, you play a crucial role in ensuring that your team
adheres to the IT System and Management Policy, maintains security, and uses IT resources effectively.

Responsibilities
Policy Implementation
e Ensure that the IT System and Management Policy is communicate
they understand its importance and requirements.
Compliance Monitoring
e Monitor and enforce compliance with the IT System an within your team.
Address any policy violations promptly.
Training and Support
e Facilitate IT training for new and existing e
understands their responsibilities under the IT S
Incident Management
e Act as a point of contact for reporting
incidents are reported to the IT departme

all team members and that

and

. Ensure that

Key Areas of Focus
Acceptable Use of IT Resources
Communicate Expectation

ecurity Practice
nsure that all tea Becurity practices such as using strong passwords, locking

. rting of any security incidents or breaches. Follow up with the IT

Software and Hardw
Authorised Software
e Ensure that only approved software is used by your team. Avoid the installation of unauthorised
or unlicensed software.
Hardware Management
e Keep track of all company-owned hardware within your team. Report any lost or stolen devices to
your line manage and the IT department immediately.
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Email and Communication Tools
Professional Conduct
¢ Reinforce the importance of using professional and respectful communication in all electronic
communications.
Confidentiality
e Ensure that sensitive information is shared securely and that team members understand the risks

associated with electronic communications.

Handling IT Issues and Requests
Support Requests
e Direct team members to the appropriate channels for IT support and
understand how to request assistance or report issues.
Escalation
e If a technical issue or policy violation cannot b
department or relevant senior management.

Training and Awareness
Ongoing Training

e Ensure that your team participates in regu

IT System and Management Egli

Policy Reviews

e Keep your team updated on a

initiatives that may affect them.

Your Role
As a manager, you play a key role in the effective implementation and enforcement of the IT Policies. By
following this guide, you can help ensure that your team adheres to company policies, maintains security,
and uses IT resources effectively.
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