SOP: Confidentiality, Data Security, and Privacy
Compliance

This SOP details the protocols for confidentiality, data security, and privacy compliance, encompassing data
classification, access control measures, secure data storage and transmission, employee training on privacy policies,
incident response procedures for data breaches, adherence to legal and regulatory requirements, regular audits and
monitoring, and guidelines for handling sensitive information. The objective is to protect organizational data integrity,
maintain client and employee privacy, and ensure compliance with applicable data protection laws.

1. Purpose

To establish a standardized approach for safeguarding confidential data and ensuring compliance with privacy
regulations and laws.

2. Scope

This SOP applies to all employees, contractors, and third-party service providers accessing or handling organizational,
client, or employee data.

3. Responsibilities

¢ Data Protection Officer (DPO): Oversees compliance and reports incidents.
¢ IT Department: Implements security controls and manages access.
¢ All Employees: Adhere to privacy protocols and report breaches.

4. Data Classification

1. Classify data as Public, Internal, Confidential, or Restricted.
2. Label and handle information per its classification.
3. Regularly review and update classification as needed.

5. Access Control Measures

. Grant access based on the principle of least privilege.

. Utilize strong authentication methods (e.g., MFA).

. Maintain and review access logs regularly.

. Conduct periodic user access reviews and revoke unnecessary permissions.
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6. Secure Data Storage and Transmission

. Encrypt data at rest and in transit using approved cryptographic standards.
. Restrict usage of removable media and external storage devices.

. Store physical records in secure locations with access controls.

. Follow secure file sharing and disposal procedures.
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7. Employee Training and Awareness

1. Provide initial and annual refresher training on confidentiality and data protection.
2. Distribute and acknowledge receipt of privacy policy documents.
3. Conduct periodic awareness campaigns (e.g., phishing simulations).

8. Incident Response

. Report suspected data breaches immediately to the DPO or IT.

. Contain and assess the incident promptly.

. Document facts, affected data, and remediation actions.

. Notify affected parties and regulatory authorities as required by law.
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9. Legal and Regulatory Compliance
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Note:

. Adhere to applicable laws (e.g. GDPR, HIPAA, CCPA, local privacy laws).

Stay informed of regulatory changes and update procedures accordingly.

. Retain data and records per statutory requirements.

Audits and Monitoring

. Conduct regular internal and external audits of data processing activities.

Monitor systems for unauthorized access or anomalies.

. Document audit findings and implement corrective actions.

Handling Sensitive Information

Mask or pseudonymize sensitive data when possible.
Minimize collection and storage of personal identifiers.
Obtain consent before collecting or processing personal data, unless exempted by law.

Review and Maintenance

. Review this SOP annually or upon significant business/regulatory changes.

Update procedures and communicate changes to relevant staff.

Non-compliance with this SOP may result in disciplinary actions and/or legal penalties.
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