SOP Template: Confidentiality and Privacy Standards

This SOP defines the confidentiality and privacy standards required to protect sensitive information within the
organization. It covers data handling procedures, access controls, employee responsibilities, information sharing
protocols, compliance with legal and regulatory requirements, and measures to prevent unauthorized disclosure. The goal
is to ensure that all personal and proprietary information remains secure and confidential at all times.

1. Purpose

To outline standards and procedures for safeguarding the confidentiality and privacy of sensitive information managed by
the organization.

2. Scope

This SOP applies to all employees, contractors, and third parties who handle, access, or process sensitive or confidential
data belonging to the organization.

3. Definitions

¢ Confidential Information: Any non-public information that, if disclosed, may pose a risk to the organization or
individuals.

¢ Personal Data: Information relating to an identifiable individual.

¢ Proprietary Information: Data, processes, or knowledge owned by the organization.

4. Roles and Responsibilities

¢ Employees: Follow all procedures, safeguard information, and report suspected breaches.
¢ Managers: Ensure team compliance and provide training.
¢ IT Department: Implement access controls and monitor systems for unauthorized access.

5. Data Handling Procedures

1. Only collect and use information necessary for business purposes.

2. Store sensitive information securely (e.g., encrypted storage, password protection).

3. Dispose of confidential data appropriately (e.g., shredding documents, secure erasure of digital files).
4. Limit copying or transferring of confidential data without authorized approval.

6. Access Control

1. Restrict access to confidential data to authorized personnel only.
2. Utilize unique user IDs, strong passwords, and multi-factor authentication where feasible.
3. Review access rights on a regular basis and update them when roles change.

7. Information Sharing Protocols

1. Share confidential information only when necessary and with appropriate authorization.
2. Use secure channels (e.g., encrypted email, secure portals) when transmitting sensitive data.
3. Record and monitor all disclosures of confidential or personal data.

8. Legal and Regulatory Compliance

¢ Follow all applicable privacy laws and data protection regulations (such as GDPR, HIPAA, etc.).
¢ Regularly review compliance requirements and incorporate updates into procedures.
e Cooperate with audits and assessments by regulatory agencies or internal teams.

9. Breach Protocols & Incident Reporting



1. Immediately report any suspected or actual unauthorized disclosure, access, or loss of confidential information to
the designated authority.

2. Contain and investigate incidents promptly, following the organization's incident response plan.
3. Notify relevant authorities and affected individuals, as required by law.

10. Training and Awareness

¢ Allemployees must complete confidentiality and privacy training annually.
e Periodic awareness campaigns and updates to remind staff of their responsibilities.

11. Review and Revision

This SOP is to be reviewed annually or after any significant change in laws, regulations, or business processes.

12. Approval

Approved by:
Date:
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