
SOP: Regular Review and Audit of Consent Collection
Practices
Purpose: This SOP details the process for regular review and audit of consent collection practices to ensure
compliance with legal and ethical standards. It includes scheduled assessments of consent forms, verification of proper
documentation procedures, evaluation of staff training effectiveness, identification of potential gaps or risks in consent
collection, and implementation of corrective actions. The purpose is to maintain transparency, protect individual rights,
and uphold data privacy by continuously improving consent collection methods.

1. Scope
This SOP applies to all departments and staff involved in the collection, documentation, and management of consent
related to personal and sensitive data.

2. Responsibilities
Compliance Officer: Oversees the review process, documents audit findings, and ensures corrective actions are
implemented.
Department Managers: Facilitate access to consent records and coordinate staff participation in audits.
All Staff: Participate in required training and comply with consent collection procedures.

3. Definitions
Consent: Voluntary agreement by an individual for data collection/processing, documented as required by law.
Audit: A formal examination of records and processes related to consent collection.

4. Procedure
1. Scheduled Reviews:

Conduct formal reviews of consent collection practices at least semi-annually.
Develop and maintain a calendar for reviews and audits.

2. Assessment of Consent Forms:
Ensure all forms adhere to current legal and organizational requirements.
Check for language clarity and accessibility.

3. Documentation Verification:
Randomly sample consent records to confirm accurate and complete documentation.
Ensure retention periods are respected and expired consents are disposed of securely.

4. Staff Training Evaluation:
Review participation in required training programs.
Assess staff understanding and correct application of consent procedures.

5. Risk and Gap Identification:
Identify any inconsistencies, errors, or lapses in the consent process.
Document findings and assess potential impact on compliance and data subjects.

6. Corrective Actions:
Develop action plans to address identified gaps or deficiencies.
Monitor and document the implementation and effectiveness of corrective measures.

5. Documentation and Reporting
All reviews, findings, corrective actions, and outcomes must be documented.
Summary reports should be submitted to senior management and the data protection officer.

6. Review and Update of SOP
This SOP should be reviewed annually or following significant changes in relevant laws or organizational policy.



7. References
Applicable data protection laws and regulations
Organizational consent management policy
Training materials and records
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