
Standard Operating Procedure (SOP)
Confidentiality and Information Privacy Guidelines
This SOP establishes confidentiality and information privacy guidelines designed to protect sensitive data,
ensure compliance with legal and regulatory requirements, and promote responsible information handling practices. It
covers data classification, access controls, employee responsibilities, data sharing protocols, incident reporting, and
measures to safeguard personal and proprietary information from unauthorized disclosure or breaches.

1. Purpose

To define the principles and procedures for maintaining confidentiality and privacy of information within the
organization, in accordance with applicable laws and regulations.

2. Scope

This SOP applies to all employees, contractors, third-party service providers, and stakeholders who access, process,
or manage sensitive or confidential information.

3. Definitions

Term Definition

Sensitive Data Information that must be protected from unauthorized access to safeguard an individual's or
organization's privacy or proprietary interests.

Confidential
Information

Any non-public information, including personal data, trade secrets, and proprietary business
details, disclosed during the course of business.

Personal Data Any information relating to an identified or identifiable natural person.

4. Data Classification

Public: Information approved for public release.
Internal: Information restricted to internal organizational use.
Confidential: Sensitive information requiring strict access controls.
Restricted: Highly sensitive information with limited access and higher protection.

5. Access Controls

Access to confidential and sensitive data is granted on a need-to-know basis.
Role-based permissions are assigned and regularly reviewed by department heads.
Multi-factor authentication and secure login procedures must be enforced.

6. Employee Responsibilities

All personnel must complete regular training on confidentiality and privacy practices.
Employees must not share passwords or grant unauthorized access to information systems.
Confidential information should not be discussed in public or unsecured locations.
Any paper and electronic documents containing confidential information must be securely stored and disposed
of.

7. Data Sharing Protocols

Confidential data may only be shared with authorized recipients after verifying their identity and need for access.
Use encrypted communication channels when transmitting sensitive data.
Maintain a record or log of all data sharing activities.

8. Incident Reporting

All actual or suspected breaches of confidentiality must be reported immediately to the designated Data
Protection Officer (DPO) or IT security team.
Document the details of the incident and take steps to contain the breach.
Cooperate with incident investigations and remediation processes.



9. Safeguards

Implement and maintain up-to-date anti-malware and firewall protection.
Regularly back up sensitive data and ensure secure storage of backup media.
Conduct periodic risk assessments and audits of information systems.

10. Compliance

Adhere to all applicable data protection laws and industry regulations (e.g., GDPR, HIPAA, etc.).
Non-compliance may result in disciplinary action, up to and including termination of employment and legal
consequences.

11. Review and Updates

This SOP will be reviewed at least annually and updated as needed to reflect changes in laws, regulations, or
organizational requirements.

12. Acknowledgement

All employees must acknowledge in writing that they have read, understood, and agreed to comply with this SOP.
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