SOP Template: Confidentiality and Privacy Standards

1. Purpose
This SOP defines the confidentiality and privacy standards required to protect sensitive information within the

organization. It ensures the integrity, confidentiality, and privacy of personal and corporate data while fostering trust and
minimizing risks related to information security.

2. Scope

This policy applies to all employees, contractors, and third-party service providers who handle, process, or have
access to sensitive information belonging to the organization.

3. Definitions
¢ Confidential Information: Any data, document, or communication that is not intended for public disclosure.

¢ Personal Data: Information relating to an identified or identifiable individual.
e Data Breach: Unauthorized access, use, disclosure, alteration, or destruction of sensitive data.

4. Employee Responsibilities

¢ Maintain the confidentiality of all sensitive information handled during the course of work.
* Access, use, and disclose information strictly on a need-to-know basis.
e Report known or suspected breaches in accordance with Section 8.

5. Data Handling Practices

¢ Protect all sensitive data, whether stored electronically or in physical form.
¢ Avoid discussing confidential matters in public or unsecured locations.
e Shred physical documents containing sensitive information before disposal.

6. Secure Storage and Transmission

e Use encrypted storage solutions and communication platforms for transmitting sensitive data.
e Restrict physical and digital access to authorized personnel only.
e Regularly update passwords and authentication methods.

7. Access Controls

e |mplement role-based access to systems and data.
e Grant or revoke access promptly upon role changes or termination of employment.
e Monitor and audit access logs regularly.

8. Compliance and Legal Requirements

e Comply with all applicable privacy laws and regulations (e.g., GDPR, HIPAA).
e Consult with the legal department on data-sharing agreements and international transfers.

9. Data Breach Reporting Protocols

¢ Immediately report any suspected or actual data breaches to the Information Security Officer or designated
authority.

e Follow internal investigation and remediation procedures.

¢ Notify affected stakeholders and regulatory authorities as required by law.

10. Training and Awareness

e Participate in regular confidentiality and privacy training sessions.
e Stayinformed about policy updates and emerging data security threats.



11. Review and Updates

e This SOP is reviewed annually or as required to ensure continued relevance and effectiveness.
e Employees will be notified of any changes or updates to this policy.

Non-compliance with this SOP may result in disciplinary action, up to and including termination of
employment and legal prosecution.
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