SOP: Technology Platform Setup and User Access
Protocols

This SOP details the technology platform setup and user access protocols, including steps for initial platform
configuration, user account creation, role-based access control, authentication and authorization procedures, data privacy
compliance, system maintenance, and regular access reviews. The objective is to ensure secure, efficient, and compliant
access to the technology platform for all authorized users while protecting sensitive information and maintaining system integrity.

1. Purpose

Ensure secure, efficient, and compliant setup and access to the technology platform by authorized users, maintaining data
protection and system integrity at all times.

2. Scope

This SOP applies to all IT administrators, platform users, and relevant stakeholders involved in the setup and access of the
organization's technology platform.

3. Definitions

¢ Platform: The main technology system and associated applications used by the organization.

¢ User: Any individual granted access to the platform.

¢ Role-Based Access Control (RBAC): Method for restricting system access based on users' roles within the
organization.

¢ Authentication: Verification of a user's identity.

¢ Authorization: Granting access to resources/functions based on authenticated identity.

4. Roles & Responsibilities

Role Responsibilities

IT Administrator Platform setup, configuration, user provisioning, security, RBAC, system maintenance, audits.
Data Protection Officer | Oversee data privacy & compliance measures.

User Follow access protocols and report access issues or security concerns.

HR/Manager Request user account creation/modification/removal reflecting employee status/roles.

5. Procedure

5.1 Initial Platform Configuration

Install and update the technology platform as per vendor guidelines.
Configure core settings (network, storage, integrations, security baselines).
Enable logging and monitoring for all access and administrative actions.
Ensure encryption is enabled for data at rest and in transit.

Document platform version, configuration, and all changes.
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5.2 User Account Creation

Receive and verify user account request formally from authorized manager/HR.
Create user account using unique organizational credentials (e.g., email address).
Assign user roles/groups according to RBAC policy.

Set up initial password and mandatory reset upon first login.

Provide user onboarding and training documentation.
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5.3 Role-Based Access Control (RBAC)

1. Define and document user roles and associated permissions.
2. Assign least privilege necessary to perform job functions.
3. Restrict access to sensitive data and administrative functions.



4. Review and update roles regularly (see Access Reviews).
5.4 Authentication and Authorization

Implement strong password policies (length, complexity, expiration).
Enforce multi-factor authentication (MFA) for all users where possible.
Integrate with SSO (Single Sign-On) where available.

Monitor authentication and authorization logs for suspicious activity.
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5.5 Data Privacy Compliance

1. Limit access to personal or sensitive data based on data privacy policies (GDPR, HIPAA, etc.).
2. Ensure data processing agreements and user consent, where required.
3. Perform periodic data privacy impact assessments.

5.6 System Maintenance

1. Apply security patches and updates as per maintenance schedule.
2. Backup configuration and data regularly; test restoration procedures.
3. Monitor system health, performance, and logs proactively.

4. Document all maintenance and changes.

5.7 Regular Access Reviews

Review user accounts and access permissions quarterly or upon major organizational changes.
Remove or deactivate accounts for users no longer requiring access (role change, termination).
Review and update RBAC policies and user roles for relevancy and appropriateness.
Document and address all discrepancies or anomalies.
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6. Documentation & Recordkeeping

¢ Maintain logs of all user requests, account creations, modifications, deletions, and access reviews.
e Document platform configuration, changes, and maintenance tasks.
¢ Retain access and audit logs per compliance requirements.

7. Non-Compliance

Any non-compliance with this SOP shall be reported to IT Management and Data Protection Officer and may result in disciplinary
action, platform access limitation, and/or additional training requirements.

8. Review & Revision

e This SOP should be reviewed annually or upon significant technology, organizational, or regulatory changes.
¢ All revisions must be documented, approved, and communicated to all stakeholders.

9. References

e Platform User Guide
e Data Protection & Privacy Policy
e [T Security Policy
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