Standard Operating Procedure (SOP): Patient Data
Access Control Procedures

This SOP details the patient data access control procedures, covering user authentication, role-based access
permissions, data encryption standards, audit trails and monitoring, secure data storage, incident reporting protocols,
and compliance with healthcare data protection regulations. The purpose is to ensure the confidentiality, integrity, and
availability of patient information by regulating and monitoring access to sensitive medical data, thereby protecting
patient privacy and maintaining trust in healthcare services.

1. Purpose

To establish procedures for controlling access to patient data, ensuring compliance with healthcare data protection
regulations, and safeguarding patient privacy and data security.

2. Scope

This SOP applies to all personnel, contractors, and third-party vendors who access patient data within the
organization's information systems.

3. Responsibilities

Data Protection Officer: Oversees data access policies and regulatory compliance.
IT Department: Implements and monitors technical controls.

Department Managers: Approve user access requests and review permissions.

All Users: Adhere to data access procedures and report security incidents.

4. Procedure

1. User Authentication
o All users must obtain unique credentials (user ID and password).
o Enable multi-factor authentication (MFA) where feasible.
o Default/temporary passwords must be changed upon first login.

2. Role-Based Access Permissions

o Assign access according to user roles and job responsibilities (principle of least privilege).
o Review access rights quarterly and revoke access for terminated or transferred users immediately.

3. Data Encryption Standards

o Encrypt patient data at rest and in transit using current industry standards (e.g., AES-256, TLS).
o Store encryption keys securely and restrict access to authorized personnel only.

4. Audit Trails and Monitoring

o Maintain automated logs of all access, modification, and deletion of patient records.
o Review audit logs regularly for unauthorized or suspicious activity.

5. Secure Data Storage
o Store data on secure, access-controlled servers with regular backups and disaster recovery plans.
6. Incident Reporting Protocols

o Report any suspected or confirmed data breaches to the Data Protection Officer within 24 hours.
o Document incidents and follow up with root-cause analysis and corrective actions.

7. Compliance

o Adhere to applicable healthcare data protection laws and standards (e.g., HIPAA, GDPR, local
regulations).
o Conduct periodic training for all users on data privacy and security procedures.



5. Review and Revision

This SOP will be reviewed annually or as required in response to regulatory updates or significant organizational
changes.

6. References

¢ Health Insurance Portability and Accountability Act (HIPAA)
¢ General Data Protection Regulation (GDPR)
¢ Local healthcare data protection legislation and standards

7. Appendices
Appendix Description
Appendix A User Access Request Form
Appendix B Data Incident Reporting Template

Appendix C Quarterly Access Review Checklist
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