Standard Operating Procedure (SOP): Alumni
Database Management and Data Privacy Protocols

This SOP details the comprehensive guidelines for alumni database management and data privacy protocols,
covering data collection, storage, access control, data accuracy maintenance, privacy compliance, data sharing
restrictions, and regular audits. It aims to ensure the secure handling of alumni information, protect personal data from
unauthorized access, and maintain the integrity and confidentiality of the alumni database in accordance with relevant
data protection regulations and institutional policies.

1. Purpose

To establish standardized procedures for the secure management of alumni data, ensuring privacy, accuracy, and
compliance with applicable data protection laws and institutional policies.

2. Scope

This SOP applies to all staff, contractors, and authorized users who manage, access, or process data within the alumni
database.

3. Data Collection

e Collect only relevant and necessary information from alumni, such as contact details, graduation year, and
professional status.

¢ Obtain explicit consent from alumni for data collection and specify the intended usage of the data.

¢ Inform alumni about their rights regarding their personal data.

4. Data Storage & Security

Store alumni data in a secure, access-controlled database system.

Implement encryption for data at rest and in transit.

¢ Maintain regular automated and manual data backups.

Restrict storage to servers compliant with institutional and legal data privacy requirements.

5. Access Control

Limit database access to authorized personnel with defined roles and responsibilities.

Utilize strong authentication mechanisms (e.g., MFA, unique user IDs).
e Maintain an updated access log detailing user activity in the database.
Review and update access permissions regularly or upon staff changes.

6. Data Accuracy Maintenance

¢ Regularly review and update alumni data to ensure accuracy and completeness.
¢ Provide mechanisms for alumni to review and update their personal information.
e Promptly correct any identified data discrepancies or inaccuracies.

7. Privacy Compliance



e Comply with all relevant data protection laws (e.g., GDPR, institutional policies).
e Ensure data processing aligns with the stated purpose for which consent was obtained.
e Conduct a Data Protection Impact Assessment (DPIA) as required.

8. Data Sharing Restrictions
¢ Prohibit sharing alumni data with third parties without express consent or legal obligation.

¢ Establish data sharing agreements for any such permissible transfers.
¢ Mask or anonymize data whenever possible when sharing is required for legitimate purposes.

9. Regular Audits and Review
e Conduct periodic audits to assess data protection measures and compliance.

¢ Address any identified vulnerabilities or breaches promptly.
e Update this SOP as needed to account for technological, legal, or institutional changes.

10. Breach Notification and Incident Response
¢ Report any actual or suspected data breaches to the designated authority immediately.

¢ Follow the institutional incident response plan for investigation and mitigation.
¢ Notify affected individuals and regulatory bodies as required by law.
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