SOP: Reporting and Managing Privacy Breaches or
Violations

This SOP details the process for reporting and managing privacy breaches or violations, including identifying
potential breaches, immediate containment actions, notification protocols, investigation procedures, risk assessment,
mitigation strategies, documentation requirements, and compliance with legal and regulatory obligations. The goal is to
protect sensitive information, minimize harm, and ensure accountability and transparency in handling privacy incidents.

1. Purpose

To establish a consistent process for promptly reporting and effectively managing privacy breaches or violations
across the organization.

2. Scope

This SOP applies to all employees, contractors, and third parties who handle or access sensitive or personal
information in the course of their work with the organization.

3. Definitions

¢ Privacy Breach: Unauthorized access, disclosure, loss, or misuse of personal or sensitive information.
¢ Personal Information: Any information relating to an identified or identifiable individual.
¢ Violation: Non-compliance with privacy laws, regulations, or organizational privacy policies.

4. Procedure

1. ldentification of Potential Privacy Breach

o Remain vigilant for unauthorized access, disclosure, loss, theft, or improper disposal of sensitive

information.

o Suspected privacy breaches must be reported immediately.
2. Immediate Containment Actions

o Secure and limit further access to the affected information.

o Prevent further use, disclosure, or loss by isolating affected systems or repositories.
3. Reporting the Breach

o Notify the designated Privacy Officer or compliance team immediately.

o Complete the Privacy Incident Report Form detailing:

s Date and time of discovery

Description of the incident
Type and extent of information involved
Individuals or systems affected
Immediate actions taken

4. Investigation
o The Privacy Officer leads the investigation to determine:
s Cause and scope of the breach
= Relevant systems, processes, or personnel involved
o Collect evidence and interview relevant parties.
5. Risk Assessment
o Assess the risk posed to affected individuals and the organization.
o Consider type of data, likelihood of harm, and potential consequences.
6. Notification Protocols
o Determine if notification is legally required.
o Notify affected individuals, regulators, and third parties as necessary.
o Notification should include:
= Date and nature of breach
Information at risk
Actions taken
Recommended steps for individuals (e.g., monitoring accounts)
Contact details for further inquiries
7. Mitigation and Remediation
o Implement actions to prevent recurrence, such as:
= Policy or procedure updates



= System or process enhancements
s Staff training
8. Documentation and Recordkeeping

o Maintain a breach incident log with all relevant details, investigation findings, risk assessments,
decisions, and actions taken.

o Retain records in accordance with organizational policy and legal requirements.
9. Compliance and Review

o Ensure compliance with applicable privacy laws, regulations, and standards (e.g., GDPR, HIPAA).
o Conduct periodic reviews of incidents and update the SOP as necessary.

5. Roles and Responsibilities

o All Staff: Promptly report suspected privacy breaches or violations.

¢ Privacy Officer: Lead investigations, manage incident response, notify relevant parties, and report to
management and regulatory authorities as required.

¢ [T/Technical Teams: Assist with containment and technical analysis.

¢ Management: Support mitigation, remediation, and continuous improvement efforts.

6. References

¢ Organizational Privacy Policy

¢ Relevant privacy and data protection laws/regulations (e.g., GDPR, HIPAA)
¢ Applicable industry standards

7. Review and Revision

¢ This SOP should be reviewed annually or following any major incident or regulatory change.
e Document all revisions and updates with version control.
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