
SOP: Data Security, Privacy, and Copyright
Compliance
This SOP establishes guidelines for data security, privacy, and copyright compliance, covering the protection of
sensitive information, adherence to privacy laws and regulations, secure data handling practices, user access controls,
data breach response protocols, and respecting intellectual property rights. The objective is to ensure the
confidentiality, integrity, and lawful use of data while safeguarding organizational and individual rights.

1. Scope

This SOP applies to all employees, contractors, and third parties who handle organizational data.

2. Data Security Responsibilities

Protect all sensitive and confidential data from unauthorized access, alteration, and loss.
Use strong passwords, encryption, and multifactor authentication where applicable.
Lock devices when unattended and restrict physical access to sensitive data.

3. Privacy Compliance

Adhere to applicable privacy laws (e.g., GDPR, HIPAA, CCPA).
Collect, process, and store personal data only for legitimate purposes and with user consent as
required.
Maintain transparency in data collection, use, retention, and sharing practices.

4. Secure Data Handling

1. Store sensitive data in approved, secure locations.
2. Transmit confidential data only via secure, encrypted channels.
3. Dispose of data securely, following organizational data retention and deletion policies.

5. User Access Controls

Grant data access based on job roles and responsibilities (principle of least privilege).
Regularly review and update user access rights.
Disable or remove access promptly upon employee separation or change of role.



6. Data Breach Response

1. Immediately report suspected or actual data breaches to the designated authority.
2. Follow the organizational incident response plan, including containment, investigation, and notification

procedures.
3. Document all breach-related actions and outcomes.

7. Copyright and Intellectual Property Compliance

Respect copyright and intellectual property rights in all organizational materials and data usage.
Obtain proper licenses or permissions for third-party content.
Avoid unauthorized copying, distribution, or modification of copyrighted materials.

8. Training and Awareness

Employees must complete regular data security, privacy, and copyright compliance training. Awareness
programs will be provided to promote policy adherence and best practices.

9. Enforcement

Non-compliance may result in disciplinary action, up to and including termination and legal action.
Questions or concerns should be directed to the Data Protection Officer or Compliance Manager.
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