SOP: Confidentiality and Data Privacy Standards

Purpose

This SOP establishes confidentiality and data privacy standards to protect sensitive information from unauthorized
access, disclosure, alteration, or destruction. It includes guidelines for data collection, storage, processing, and sharing
practices, employee responsibilities, access controls, encryption methods, and compliance with relevant privacy laws
and regulations. The purpose is to ensure the integrity and confidentiality of data while safeguarding individual privacy
rights and maintaining organizational trust.

Scope

This SOP applies to all employees, contractors, and third-party service providers who handle or have access to
confidential or sensitive data within the organization.

Definitions

Term Definition

Any data or information that is not intended for public disclosure, including but not limited

Confidential Information . . X
to customer, employee, or business information.

Data Privacy The protection of personal and sensitive data from unauthorized access or use.

Access Control (I;’rr]ﬁlcedures and technologies used to restrict access to data to authorized personnel

Encryption The process of converting data into a coded form to prevent unauthorized access.

Pll (Personally

\dentifiable Information) Information that can identify an individual, either directly or indirectly.

Roles and Responsibilities

¢ Employees: Adhere to all confidentiality and data privacy policies and promptly report any breaches.

¢ Managers/Supervisors: Ensure team compliance, provide training, and enforce standards.

¢ [T/Data Security Team: Implement technical measures, monitor access, and maintain security systems.
¢ HR/Compliance: Conduct regular audits and ensure compliance with regulatory requirements.

Procedures

1. Data Collection
o Collect data only as needed for legitimate business purposes.
o Inform individuals about data collection and usage (e.g., privacy notices).
2. Data Storage
o Store data securely using encrypted databases and secure servers.
o Restrict physical and digital access to authorized personnel only.
3. Data Processing
o Process data in accordance with stated purposes and privacy policies.
o Minimize access to data and implement logging of processing activities.
4. Data Sharing
o Share data only with authorized parties under confidentiality agreements.
o When sharing with third parties, ensure contracts include data privacy clauses.
5. Access Controls
o Implement role-based access controls and regular reviews of access rights.
o Use strong authentication mechanisms (e.g., multi-factor authentication).
6. Encryption
o Encrypt sensitive data in transit and at rest.
o Regularly update encryption protocols to reflect industry standards.
7. Compliance
o Comply with relevant data privacy laws and regulations (e.g., GDPR, CCPA).



o Conduct regular audits to assess compliance.
8. Incident Management
o Report breaches immediately to supervisors and IT team.
o Contain, assess, and notify affected parties as required by law.
9. Training and Awareness
o Provide regular training on data privacy and confidentiality standards.

References

General Data Protection Regulation (GDPR)
California Consumer Privacy Act (CCPA)
Company Privacy Policy

IT Security Framework
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