Standard Operating Procedure (SOP): Access Control
and Confidentiality Guidelines

1. Purpose

This SOP establishes access control and confidentiality guidelines to protect sensitive information and restrict
unauthorized access to facilities and data. It includes procedures for user authentication, authorization levels, physical
and digital access restrictions, data privacy measures, confidentiality agreements, and regular audits. The purpose is
to safeguard organizational assets, ensure compliance with data protection regulations, and maintain the integrity and
confidentiality of proprietary information.

2. Scope

This SOP applies to all employees, contractors, temporary staff, and third-party service providers who access
organizational data, systems, or facilities.

3. Definitions

Access Control: Mechanisms that limit access to resources or information.
Confidentiality: The duty to protect sensitive information from unauthorized disclosure.
Authentication: The process of verifying a user's identity.

Authorization: Granting approved access rights to users based on their roles.

4. Responsibilities

¢ Information Security Officer: Oversee implementation and compliance with access controls.
¢ Managers/Supervisors: Ensure staff follow applicable controls and confidentiality guidelines.
¢ All Personnel: Adhere to access restrictions and confidentiality agreements.

5. Procedures

1. User Authentication
o Require unique user IDs and strong passwords.
o Enable multi-factor authentication where applicable.
o Promptly revoke credentials when users depart or change roles.
2. Authorization Levels
o Assign access privileges based on job roles and responsibilities.
o Review and update authorization regularly.
3. Physical Access Controls
o Restrict access to sensitive areas using badges or keycards.
o Maintain logs of access to secure facilities.
4. Digital Access Controls
o Apply role-based access controls (RBAC) to systems and files.
o Monitor system access and usage for anomalies.
5. Data Privacy Measures
o Encrypt sensitive data at rest and in transit.
o Store confidential information securely and limit distribution.
6. Confidentiality Agreements
o Require all staff and contractors to sign nondisclosure agreements (NDAs) before access.
7. Regular Audits and Reviews
o Conduct periodic audits of access logs and user privileges.
o Review and update this SOP annually or as required.

6. Access Levels Table (Example)



Role

Systems/Areas Accessible Authorization Level
Employee General network drives, assigned work areas Basic
Manager Departmental data, reporting tools, restricted work areas Intermediate
IT Staff All network drives, all server rooms Administrator
Contractor Limited project resources Temporary/Limited

7. Enforcement

Violations of this SOP may result in disciplinary action, up to and including termination, and/or legal action in
accordance with organizational policies and applicable laws.

8. Review and Revision History

Date Version Description Author

2024-06-01 1.0 Initial SOP Release Information Security Dept.
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