SOP: Confidentiality and Data Protection during
Assessment Processes

This SOP ensures confidentiality and data protection during assessment processes by outlining procedures for
the secure handling, storage, and sharing of sensitive information. It covers data collection, access controls, encryption
methods, staff training on privacy policies, compliance with relevant data protection regulations, and protocols for
reporting and managing data breaches. The goal is to protect the privacy of individuals and maintain the integrity of the
assessment process.

1. Purpose

To specify procedures ensuring the confidentiality and protection of sensitive data throughout all stages of assessment
processes.

2. Scope

This SOP applies to all employees and contractors involved in the collection, handling, and processing of assessment
data.

3. Responsibilities

¢ Assessment Team: Collect, handle, and store data securely.

¢ [T Department: Implement and monitor technical controls (e.g., encryption, network security).
¢ Management: Facilitate staff training and enforce compliance.

¢ Data Protection Officer: Ensure regulatory adherence and manage incidents.

4. Procedure

Step Description

e Collect only data necessary for assessment purposes.
¢ Inform individuals about data collection, intended use, and their rights.

4.1 Data Collection e Obtain informed consent where required by law or policy.

¢ Restrict data access to authorized personnel only.
e Utilize unique user IDs and strong authentication methods.

4.2 Access Controls ¢ Review and update access permissions regularly.

e Store physical documents in locked, access-controlled locations.
4.3 Data Storage and ¢ Encrypt digital data at rest and in transit using recognized standards.
Encryption * Implement regular backups and secure disposal methods for obsolete data.

¢ Share data only with authorized recipients and for approved purposes.
e Use secure file transfer methods (e.g., encrypted email, SFTP).

4.4 Data Sharing ¢ Maintain an audit trail of all data exchanges.

e Conduct regular training on privacy, confidentiality, and data protection
policies.
4.5 Staff Training e Ensure staff are familiar with procedures for recognizing and reporting
breaches.

e Comply with applicable data protection laws (e.g., GDPR, HIPAA).
4.6 Regulatory Compliance e Conduct periodic audits to ensure ongoing compliance.



¢ Immediately report suspected or confirmed data breaches to the Data
Protection Officer.
4.7 Data Breach ¢ Document the incident, mitigate impacts, and notify affected
Management individuals/agencies as required.
¢ Review and update procedures following each incident.

5. Related Documents

e Data Protection Policy
e Privacy Notice
¢ Incident Response Plan

6. Review and Updates

This SOP shall be reviewed annually or upon significant changes in regulations or processes.

7. Approval

Approved By:
Date:
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