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Purpose of Best Practice Guidance
This guide will explain the use of your iPhone passcode and how to change it.
Guidance
Your iPhone passcode is used for unlocking your Guide Dogs iPhone. 

This is different to the password that you use to unlock your computer or laptop.

You’ll need to enter your passcode whenever you
· Turn on or restart your iPhone.
· Unlock the screen.
· Update your software.
· Erase the information on your iPhone.

You will be prompted to change your iPhone passcode every 90 days based on when you previously changed it.

If you have set up fingerprint recognition for unlocking your phone, you will still need your passcode when restarting your iPhone or updating the software, it is important that you remember the passcode even though you don’t use it frequently. If you forget your passcode, you will need to set up fingerprint recognition again after your passcode has been reset by the IS Servicedesk.

To change your passcode, go to Settings – Face ID and Passcode – Change Passcode.

Your passcode should meet the following requirements: CHECK WITH SERVICE DESK
· Minimum six characters.
· Numeric
· It should not contain sequences such as “1234” or “aaaa”.
· It must not be the same as any of your previous three passcodes

When you update your network password, you will be prompted to update it in your iPhone in order to access your emails.
Version control table:
The table below contains four rows and four columns. (Only the original approval date and the most recent amendment should be included in the table.) 
	Date
	Version
	Status
	Details of Change

	19/10/17
	1.1
	Approved
	NA

	07/06/2024
	3.0
	Updated
	Updated the passcode requirements CB, NM


** Please see below when a document must be reviewed by governance

Safeguarding - All documents with any reference to safeguarding, recruitment and training, working with clients (Adult and CYP) 
Legal - All documents with any reference to agreements or contracts, third party partnerships, potential reputational risk, reference to compliance with any statutory or regulatory obligation
Health and Safety - All documents where an activity could cause harm to a member of staff, service user, volunteer or third party or where there is reputational risk
Insurance – A change to the way we deliver our services
End of document
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