Standard Operating Procedure (SOP)

Client Confidentiality and Data Management

This SOP details client confidentiality and data management protocols, including the secure handling of client
information, data privacy policies, authorized access controls, data storage and retention guidelines, confidentiality
agreements, data breach response plans, compliance with legal and regulatory requirements, and employee training
on data protection. The purpose is to safeguard sensitive client data, maintain trust, and ensure compliance with
applicable data protection laws through effective management and security practices.

1. Purpose

To establish standardized procedures to protect client confidentiality and manage client data securely in compliance
with relevant legal and regulatory requirements.

2. Scope

This SOP applies to all employees, contractors, and third parties who access, process, or manage client data on
behalf of the organization.

3. Definitions

¢ Client Data: Any information provided by or pertaining to clients, including personal, financial, or business
details.

¢ Confidential Information: Data that is not public and should be protected from unauthorized access.

¢ Authorized Access: Access granted to personnel with the appropriate clearance and necessity to handle client
data.

¢ Data Breach: Any incident leading to unauthorized access, use, disclosure, alteration, or destruction of client
data.

4. Procedures

Area Procedure

¢ Client data must only be accessed by authorized personnel.
Secure Handling of Client e Physical and digital files must be securely stored when not in use (locked
Information cabinets, password protection, encryption).

¢ Adhere to organizational privacy policies and applicable laws (e.g., GDPR,
HIPAA).

Data Privacy Policies ¢ Inform clients about data collection, processing, and their rights.

e Assign access based on job role necessity and document all permissions

Authorized Access granted.
Controls e Regularly review and update user access lists.

e Store client data securely using encrypted systems.
Data Storage and ¢ Follow data retention schedules and securely delete data once retention period
Retention expires.



¢ Allemployees and contractors must sign confidentiality/non-disclosure
Confidentiality agreements before accessing client data.
Agreements ¢ Review agreements periodically and update as necessary.

¢ Report suspected or actual data breaches immediately to the designated Data
Protection Officer (DPO).

Data Breach Response e Follow the documented incident response plan including notification of affected

Plan clients and regulatory bodies if required.

e Regularly monitor and ensure compliance with applicable data protection laws and
Legal and Regulatory industry standards.
Compliance ¢ Conduct annual compliance audits.

¢ Provide annual data protection and confidentiality training to all employees
handling client data.

Employee Training e Document completion of training.

5. Roles and Responsibilities
¢ Data Protection Officer (DPO): Oversee data management practices and ensure compliance.

¢ IT Department: Implement technical controls for data security and conduct regular system audits.
o All Staff: Abide by this SOP and report any confidentiality concerns or data breaches immediately.

6. Documentation and Record-Keeping

¢ Maintain accurate records of confidentiality agreements, access logs, training completion, and incident reports.
e Store these documents securely for audit and compliance purposes.

7. Review and Revision
¢ This SOP will be reviewed annually and updated as needed to reflect changes in laws, regulations, or

organizational practices.
¢ Table of changes and version history should be maintained within the document control log.

8. Approval

e This SOP is approved by:

(Name, Title, Date)
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