SOP Template: Post-Consultation Data Security and
Session Closure Procedures

This SOP details post-consultation data security and session closure procedures, encompassing secure handling
of patient information, proper session termination protocols, data encryption methods, confidentiality maintenance,
compliant data storage, and audit trail documentation. The goal is to protect sensitive data, ensure patient privacy, and
maintain compliance with regulatory standards following the completion of consultations.

1. Purpose

To outline standard operating procedures for securing patient data and closing sessions after consultations, ensuring
privacy, security, and regulatory compliance.

2. Scope

This SOP applies to all personnel involved in handling patient data post-consultation, including healthcare providers,
administrative staff, and [T administrators.

3. Responsibilities

¢ Healthcare Providers: Correctly conclude sessions, handle patient data per protocol.
¢ Administrative Staff: Ensure proper storage and documentation.
¢ IT Administrators: Maintain encryption mechanisms and audit trails.

4. Procedure

1. Secure Handling of Patient Information
o Do not leave patient information unattended or visible on screens post-consultation.
o Ensure electronic health records are updated accurately and any physical notes are filed securely.
2. Session Termination Protocols
o Log out of all systems and applications containing patient data immediately after use.
o Confirm that no residual files, screenshots, or temporary data remain on local devices.
3. Data Encryption Methods
o Ensure all stored and transmitted patient data is encrypted per institutional standards (e.g., AES-256).
o Use encrypted connections (such as VPNs and SSL/TLS) for any data transfer.
4. Confidentiality Maintenance
o Refrain from discussing patient information in unauthorized or public areas.
o Only authorized personnel should access post-consultation data.
5. Compliant Data Storage
o Store records in approved, access-controlled databases or physical locations.
o Follow regulatory standards (e.g., HIPAA, GDPR) for data retention and disposal.
6. Audit Trail Documentation
o Record all access, edits, and closures of session data in automated audit logs.
o Periodically review audit logs for unauthorized or suspicious activity.

5. Compliance and Review

e Conduct regular training on data protection and session closure procedures for all personnel.
¢ Review this SOP annually or as required by local laws and technological changes.

6. References

¢ HIPAA (Health Insurance Portability and Accountability Act)
¢ GDPR (General Data Protection Regulation)
¢ Institutional Data Security Guidelines
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