SOP: Data Privacy and Confidentiality Measures

This SOP details the data privacy and confidentiality measures essential for protecting sensitive information within
the organization. It covers the classification of data, access controls, secure data storage, encryption standards, user
authentication protocols, staff training on privacy policies, data sharing restrictions, breach response procedures, and
compliance with relevant data protection regulations to safeguard personal and organizational information from
unauthorized access and disclosure.

1. Purpose

To outline comprehensive procedures and standards for safeguarding sensitive data and ensuring confidentiality within
the organization.

2. Scope

This SOP applies to all employees, contractors, and third-party service providers who handle organizational or personal
data.

3. Data Classification

Classification

Level Description Examples
. Highly sensitive data; unauthorized disclosure may cause Personal data, client records,
Confidential 2 :
significant harm financial data
Internal Use Data restricted to internal staff, moderate risk if disclosed Internal emails, operational
procedures
Public Data approved for public release Marketing materials, published

reports

4. Access Controls

e Grant access based on role and necessity (&€celeast privilege&€ principle).
¢ Implement user access reviews at least quarterly.
¢ Immediate removal of access upon role change or termination.

5. Secure Data Storage

e Store confidential data only on authorized, secured servers or encrypted storage devices.
¢ Physical security measures for on-site data (e.g., locked cabinets, access logs).

6. Encryption Standards

e Dataintransit: Use HTTPS/TLS for web, SFTP for file transfers, VPN for remote access.
¢ Data at rest: Encrypt files/databases using at least AES-256 encryption.
¢ Regularly update and manage encryption keys securely.

7. User Authentication Protocols

e Use unique user IDs for all personnel with data access.
¢ Enforce strong password policies (minimum length, complexity, regular changes).
¢ Multi-factor authentication (MFA) required for sensitive systems.

8. Staff Training

¢ Mandatory onboarding and annual refresher training on privacy and data protection policies.
¢ Awareness of phishing, social engineering, and other security threats.



9. Data Sharing Restrictions

e Share data strictly on a need-to-know basis.
¢ Obtain written authorization before sharing confidential data externally.
¢ Use secure transfer methods; never use personal devices or unapproved channels.

10. Breach Response Procedures

e Report actual or suspected breaches to the Data Protection Officer within one hour.
e Contain, investigate, and document all incidents promptly.
¢ Notify affected individuals and regulatory bodies as required.

11. Compliance

¢ Comply with all relevant data protection regulations (e.g., GDPR, HIPAA, local laws).
e Conduct regular audits and update policies to reflect legislative changes.

12. Responsibilities

¢ All staff: Adhere to SOP requirements and report any issues.
e [T Team: Implement and maintain technical controls.
¢ Data Protection Officer: Oversee compliance, training, and breach management.

13. Review

¢ This SOP will be reviewed annually or as needed to ensure ongoing effectiveness and compliance.
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