
Standard Operating Procedure (SOP): Confidentiality
and Data Protection Requirements

This SOP defines the confidentiality and data protection requirements to ensure the secure handling,
storage, and processing of sensitive information. It outlines procedures for protecting personal data, maintaining
privacy, complying with relevant data protection laws, controlling access to confidential information, and managing
data breaches. The goal is to safeguard organizational and individual data against unauthorized access, loss, or
disclosure while promoting a culture of responsibility and trust.

1. Purpose
To establish procedures to protect confidentiality and ensure compliance with data protection laws (e.g., GDPR,
HIPAA) governing the collection, storage, access, sharing, and disposal of sensitive or personal data.

2. Scope
This SOP applies to all employees, contractors, partners, and third parties who access, process, or manage
confidential or personal data under the organization's control.

3. Definitions
Confidential Information: Any data that is not intended for public disclosure, including personal data,
proprietary information, and trade secrets.
Personal Data: Information that can identify an individual, directly or indirectly.
Data Breach: A security incident in which confidential or personal data is accessed, disclosed, or lost
without authorization.
Data Subject: The individual to whom the personal data relates.

4. Responsibilities
All Personnel: Must understand and comply with data protection and confidentiality requirements.
Data Protection Officer (DPO): Oversees implementation, training, and compliance monitoring for data
protection requirements.
IT Department: Ensures technical safeguards are in place to protect data.
Managers: Enforce access controls and oversee responsible handling of confidential information within
their teams.



5. Procedures
1. Data Collection and Minimization:

Collect only data necessary for specified, legitimate purposes.
Inform data subjects of data collection and processing activities.

2. Secure Data Storage:
Store all confidential and personal data in encrypted, access-controlled systems.
Utilize locked filing cabinets or secure archives for physical records.

3. Access Control:
Limit access to confidential data strictly to authorized personnel on a need-to-know basis.
Use strong authentication and regular review of access lists.

4. Data Sharing and Transfer:
Share data only with authorized entities and after evaluating security measures of recipients.
Apply encryption to all data transfers outside the organization.

5. Data Retention and Disposal:
Retain confidential data only as long as necessary for legal and business purposes.
Securely delete electronic files and shred physical documents when no longer needed.

6. Training and Awareness:
Provide all staff with mandatory confidentiality and data protection training at induction and annually.

7. Incident and Data Breach Management:
Immediately report any suspected or actual data breach to the DPO or relevant authority.
Follow the organization's incident response plan, including notification to affected data subjects and
regulators where required.

6. Compliance and Monitoring
Regularly audit data protection practices and procedures for compliance with relevant laws.
Address any identified non-compliance or risks promptly.
Maintain up-to-date records of processing activities.

7. Review and Updates
This SOP shall be reviewed annually or whenever relevant regulations or organizational processes change.
Updates shall be communicated promptly to all affected personnel.

8. Reference Documents
General Data Protection Regulation (GDPR)
Local/National Data Protection Laws
Organization's Information Security Policy



Confidentiality is everyone's responsibility. Protect information as if it were your own.
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