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1. Purpose
The purpose of this policy is to promote a tidy, safe, and secure working environment by ensuring desks and teaching areas are kept clear of unnecessary items, especially at the end of the day. This also helps protect sensitive information in line with data protection laws. 

2. Objectives 
· Prevent unauthorised access to confidential documents and materials 
· Promote cleanliness and professionalism 
· Improve health and safety by minimising clutter 

3. Scope 
This policy applies to all staff members and tutors who use desks or shared workspaces within the tuition centre. 

4. Key Requirements 

During the Day:
· Keep work areas tidy and organised 
· Confidential information (e.g. student records, meeting notes) must not be left unattended in plain view 
· Lock away personal and sensitive materials when not in use 

End of Each Day:
· Clear desktops of papers, notebooks, and stationery 
· Secure all documents containing personal or sensitive data in locked drawers or cabinets 
· Shut down laptops or devices if not being taken home 
· Whiteboards must be wiped clean 
· Remove food, drink containers, and personal items 

5. Confidential and Sensitive Information 
To comply with the UK GDPR and Data Protection Act 2018, all staff must: 
· Lock away any documents containing student names or contact details
· Avoid printing sensitive materials unless necessary 
· Shred unneeded printed documents that contain personal data 

6. Storage and Equipment 
· Cabinets and bookcases should be used to store teaching materials and resources 
· Students’ work should be kept and organised in their folder(s) and books

7. Responsibilities 
Centre Manager: Provide secure storage, communicate policy, and monitor compliance 
Staff and Tutors: Adhere to the policy and model good practice for students 
IT Support: Ensure devices are password protected and support secure data handling 

8. Compliance and Monitoring 
Regular checks may be conducted by management to ensure desks and teaching areas are kept in line with this policy. Persistent non-compliance may lead to corrective actions in accordance with centre procedures. 
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