SOP Template: Confidentiality and Data Handling
Procedures

This SOP details confidentiality and data handling procedures, covering the proper management, storage, and
transmission of sensitive information, ensuring compliance with data protection regulations. It includes guidelines on data
access control, secure communication methods, data encryption, regular audits, employee responsibilities, and protocols
for data breach response to safeguard organizational and client information from unauthorized disclosure or loss.

1. Purpose

To establish clear procedures for handling confidential and sensitive data in order to protect organizational and client
information, and comply with relevant data protection laws and regulations.

2. Scope

This SOP applies to all employees, contractors, and third parties accessing, processing, or managing sensitive data on
behalf of the organization.

3. Definitions

Term Definition

Confidential Any data or information that is not publicly available and whose unauthorized disclosure could harm
Information the organization or its clients.

Data Breach Unauthorized access, disclosure, alteration, or destruction of confidential information.

Data Encryption | A security measure used to encode data, making it readable only by authorized parties.

4. Responsibilities

¢ All Employees: Abide by confidentiality guidelines and report any potential breaches immediately.
¢ Data Protection Officer (DPO): Oversee data protection strategies and handle breach responses.
¢ IT Department: Implement technical controls, monitor systems, and conduct regular audits.

5. Procedures

5.1 Data Access Control
¢ Limit access to confidential data strictly to authorized personnel based on job function (principle of least
privilege).
¢ Use strong authentication methods (e.g., multi-factor authentication).
e Maintain access logs and regularly review permissions.
5.2 Data Storage & Management
e Store confidential data only on secure servers or encrypted storage devices.
¢ Avoid storing sensitive data on local devices unless necessary and approved.
e Ensure physical security of servers and storage locations.

5.3 Secure Communication

¢ Transmit sensitive data only via secure channels (e.g., encrypted email, VPN).
¢ Prohibit sharing confidential information via unsecured methods (e.g., plain SMS, public Wi-Fi).

5.4 Data Encryption

¢ Encrypt all sensitive data at rest and in transit using industry-standard protocols.
e Store encryption keys securely, with access limited to authorized personnel only.



5.5 Regular Audits

¢ Conduct periodic audits to assess data handling practices and system vulnerabilities.
¢ Document findings and implement necessary corrective actions.

5.6 Employee Training

¢ Provide regular training on confidentiality, data protection, and secure data handling.
¢ Ensure employees are aware of procedures for reporting breaches or suspicious activity.

6. Data Breach Response

. Immediately report any suspected or actual data breaches to the DPO or designated authority.
. Contain and assess the breach to determine scope and impact.

. Notify affected parties and regulatory bodies as required by law.

. Document the incident, actions taken, and preventive measures implemented.
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7. Compliance & Review

¢ This SOP will be reviewed annually or following any significant breach or regulatory change.
e Failure to comply with this SOP may result in disciplinary action, up to and including termination of employment.

8. Related Documents

¢ Information Security Policy
¢ Incident Response Plan
¢ Employee Handbook

9. Revision History

Version Date Description of Changes Approved By

1.0 2024-06-01 Initial version Data Protection Officer
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