SOP: Confidential Information Handling Guidelines

This SOP details confidential information handling guidelines, covering the classification of sensitive data, proper
storage and access controls, secure communication methods, employee responsibilities for data protection, protocols for
sharing and transferring confidential information, procedures for reporting data breaches, and compliance with relevant
privacy laws and regulations. The goal is to safeguard sensitive information from unauthorized disclosure, ensuring the
integrity and confidentiality of organizational data.

1. Classification of Confidential Information

¢ Classify data as Public, Internal, Confidential, or Restricted based on sensitivity and risk.
e |abel documents and files according to classification standards.
¢ Review and update classifications periodically.

2. Storage and Access Controls

¢ Store confidential information in secure, access-controlled locations (physical or digital).
¢ Restrict access to authorized personnel only, using user authentication and permissions management.
¢ Regularly review access logs and permissions.

3. Secure Communication Methods

¢ Transmit confidential data using encrypted channels (e.g., email encryption, secure file transfer).
¢ Prohibit sharing sensitive information via unsecured methods (e.g., standard email, public channels).
¢ Verify recipient identities before disclosing information.

4. Employee Responsibilities

¢ Understand and comply with data protection policies and this SOP.
¢ Participate in confidentiality and data protection training.
¢ Report any suspected breaches or policy violations immediately.

5. Sharing and Transferring Confidential Information

¢ Obtain proper authorization before sharing confidential data externally.
e Use approved secure transfer methods for data exchange.
¢ Maintain records of information shared, recipients, and transfer dates.

6. Data Breach Procedures

Immediately notify the Data Protection Officer or designated authority of suspected or actual breaches.
Contain and assess the breach using established incident response protocols.

Document the incident, actions taken, and outcomes.

Inform affected stakeholders and authorities as required by law.

7. Legal and Regulatory Compliance

¢ Comply with applicable data protection laws and regulations (e.g., GDPR, HIPAA).
e Regularly review legislative changes and update policies accordingly.
¢ Cooperate with audits, assessments, and regulatory inquiries.

8. Document Control

¢ Review and update this SOP at least annually or when significant changes occur.
¢ Distribute the updated SOP to all relevant personnel and obtain acknowledgment of receipt.



Confidential: This document contains confidential information intended solely for authorized personnel. Unauthorized use or
disclosure is strictly prohibited.
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