SOP: Visitor Data Privacy and Confidentiality
Protocols

This SOP establishes visitor data privacy and confidentiality protocols, outlining the procedures for collecting,
handling, storing, and protecting personal visitor information. It covers data access restrictions, consent requirements,
secure data storage methods, breach prevention strategies, regular audits, and compliance with relevant privacy laws to
ensure the confidentiality and security of visitor data at all times.

1. Purpose

To define procedures for safeguarding the privacy and confidentiality of personal visitor data in accordance with legal,
regulatory, and organizational requirements.

2. Scope

This SOP applies to all personnel involved in the collection, processing, storage, access, and disposal of visitor data,
including both physical and digital records.

3. Definitions

¢ Visitor Data: Any personally identifiable information (Pll) collected from visitors, including name, contact
information, identification details, and visit records.

¢ Confidentiality: The obligation to protect visitor information from unauthorized access or disclosure.

e Data Breach: Any incident resulting in unauthorized access, disclosure, or loss of visitor data.

4. Responsibilities

Role Responsibilities

Data Oversee compliance with data privacy protocols and relevant laws

Controller ’

All Staff Adhere to procedures when handling visitor data; report potential breaches promptly.

[T/Data Implement and manage secure data storage systems, access controls, and breach prevention
Security technologies.

5. Procedures

1. Data Collection
o Collect only necessary visitor information for the stated purpose.
o Provide visitors with a data privacy notice and obtain informed consent for data collection.
2. Data Handling & Access Control
o Restrict access to visitor data strictly to authorized personnel on a need-to-know basis.
o Maintain records of who accesses visitor data and for what purpose.
3. Data Storage
o Store digital records in secure, password-protected or encrypted systems.
o Keep physical records in locked, access-controlled locations.
o Implement regular backups and secure archival processes.
4. Breach Prevention & Response
o Employ firewalls, antivirus, and anti-malware solutions to protect digital data.



o Train staff regularly on recognizing and preventing breaches.

o Immediately report and investigate any suspected data breach following the incident response plan.
5. Regular Audits

o Conduct periodic audits of data handling practices and access logs.

o Review and update privacy protocols in response to audit findings or regulatory changes.
6. Data Retention and Disposal

o Retain visitor data only as long as necessary to fulfill its purpose or meet legal requirements.

o Dispose of data securely (e.g., shredding physical records, permanent deletion of electronic files).

6. Compliance

All processes and protocols must comply with applicable privacy laws and regulations (e.g., GDPR, CCPA, local laws).
Staff are required to complete privacy training annually.

7. Review and Revision

This SOP will be reviewed annually or as required following changes in legal/regulatory requirements or after significant
security incidents.

8. References

e General Data Protection Regulation (GDPR)
e California Consumer Privacy Act (CCPA)
e Organizational policies and procedures



	SOP: Visitor Data Privacy and Confidentiality Protocols
	1. Purpose
	2. Scope
	3. Definitions
	4. Responsibilities
	5. Procedures
	6. Compliance
	7. Review and Revision
	8. References


