User Authentication Policy for Remote
Employees

Effective Date: [Insert Date]

1. Purpose

This policy establishes guidelines for user authentication for remote employees to ensure the security of
company resources and data accessed from remote locations.

2. Scope

This policy applies to all employees, contractors, and third-party users who access company systems or data
remotely.

3. Policy

1. User Credentials
o Each remote employee must have a unique user account and credentials.
o Sharing of credentials is strictly prohibited.

2. Password Requirements
o Passwords must have a minimum length of 12 characters.
o Passwords should contain a mix of upper- and lower-case letters, numbers, and symbols.
o Password reuse is not allowed.
o Passwords should be changed at least every 90 days.

3. Multi-Factor Authentication (MFA)
o MFA is mandatory for all remote access to company systems and data.
o Acceptable MFA methods include authenticator apps or hardware tokens.

4. Remote Access
o Remote access is permitted only via secure, company-approved VPN or remote desktop
solutions.
o Access is restricted to job-related systems and data.

5. Session Management
o Inactive sessions must be automatically logged out after 15 minutes of inactivity.
o Employees must log out at the end of each remote session.

6. Access Review
o User access will be reviewed at least semiannually by IT.
o Access privileges will be revoked upon employment termination or role changes.

4. Roles and Responsibilities

¢ Employees: Adhere to authentication and access requirements.
¢ IT Department: Enforce this policy and provide support for authentication mechanisms.
¢ Managers: Report changes in employee roles or employment status promptly.

5. Enforcement

Violations of this policy may result in disciplinary action, up to and including termination of employment.

6. Review



This policy will be reviewed at least annually and updated as necessary to address emerging threats or
changes in company practices.

Approved by: [Insert Approver Name]
Date of Approval: [Insert Approval Date]
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