Standard Operating Procedure (SOP): Data Privacy
and Security Measures

This SOP establishes data privacy and security measures to protect sensitive information from unauthorized
access, disclosure, alteration, and destruction. It outlines policies for data encryption, user access controls, secure
data storage, regular security audits, incident response protocols, employee training on data protection, and
compliance with relevant privacy regulations. The objective is to safeguard organizational and customer data, ensuring
confidentiality, integrity, and availability while maintaining trust and regulatory compliance.

1. Purpose

To define the procedures and guidelines for ensuring data privacy and security of all organizational and customer
information assets.

2. Scope

This SOP applies to all employees, contractors, and third-party service providers who access, manage, or process
organizational data.

3. Responsibilities

Role Responsibilities
Data Protection Oversee implementation of data privacy and security measures; monitor compliance; report
Officer incidents.
IT Department Implement technical controls, conduct system maintenance, perform security audits, and

manage incident response.

All Employees Follow guidelines, report suspected breaches, and participate in data privacy training.

4. Data Encryption

¢ Encrypt sensitive data at rest and in transit using industry-standard protocols (e.g., AES-256, TLS).
¢ Regularly update encryption keys and algorithms as per [T policy.
e Ensure proper key management and restrict access to encryption keys.

5. User Access Controls

¢ Implement role-based access controls (RBAC) to restrict data access to authorized users only.
¢ Regularly review and update user permissions.
¢ Use strong authentication methods (e.g., MFA) for critical systems and data access.

6. Secure Data Storage and Handling

e Store sensitive data in secure, access-controlled environments (e.g., encrypted databases, secure cloud
services).

¢ Limit data storage duration to what is necessary for business/legal requirements.

¢ Follow secure data disposal procedures for retiring or decommissioning hardware.

7. Security Audits and Monitoring

e Conduct regular security audits and vulnerability assessments.
¢ Monitor systems for suspicious activities and unauthorized access attempts.
¢ Document and remediate identified risks or vulnerabilities promptly.

8. Incident Response Protocol



¢ Define clear escalation and notification procedures for suspected data breaches.
e Contain, investigate, and resolve incidents swiftly.
e Documentincidents and report them to appropriate authorities and stakeholders as required.

9. Employee Training and Awareness

e Conduct regular training sessions on data protection best practices, organizational policies, and relevant legal
obligations.
¢ Ensure all staff acknowledge understanding of data privacy responsibilities.

10. Regulatory Compliance

Abide by relevant data protection regulations (e.g., GDPR, HIPAA, CCPA).
Conduct periodic compliance reviews and update policies as needed.
Maintain records of data processing activities and legal bases for data collection.

11. Review and Revision

This SOP shall be reviewed at least annually or upon major changes in technology or regulations.
Updates shall be documented and communicated to all stakeholders.

12. References

General Data Protection Regulation (GDPR)

Health Insurance Portability and Accountability Act (HIPAA)
California Consumer Privacy Act (CCPA)

ISO/IEC 27001 Information Security Management
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