SOP: Confidentiality and Data Protection Protocols

This SOP details confidentiality and data protection protocols, encompassing guidelines for secure handling of
sensitive information, access control measures, data encryption standards, employee responsibilities, incident
reporting procedures, and compliance with relevant data privacy regulations. The objective is to safeguard personal
and organizational data against unauthorized access, breaches, and misuse, ensuring integrity, confidentiality, and
trust in data management practices.

1. Purpose

To establish protocols for safeguarding confidential and sensitive data, minimizing the risk of unauthorized access,
disclosure, alteration, or destruction.

2. Scope

This SOP applies to all employees, contractors, and third parties with access to organizational data including physical,
electronic, and cloud-based information.

3. Definitions

Term Definition
Confidential Information that must be protected from unauthorized access due to privacy, ethical, or proprietary
Data considerations.

Data Breach Any incident that results in unauthorized access to sensitive data.

Encryption Process of encoding data to prevent unauthorized users from accessing it.
Access - , . . . .
Control Policies and mechanisms governing who can view or use information resources.

4. Roles and Responsibilities

¢ Data Protection Officer (DPO): Oversees implementation and adherence to data protection protocols.
¢ All Employees: Adhere to procedures, report incidents, and ensure confidentiality of sensitive data.
¢ IT Department: Responsible for system security, access controls, backups, and encryption standards.

5. Procedures

5.1 Secure Handling of Sensitive Information
¢ Classify data according to sensitivity levels.
¢ Restrict physical and electronic access to authorized individuals only.
¢ Dispose of confidential information securely (e.g., shredding, secure deletion).
5.2 Access Control Measures
¢ Use role-based access controls (RBAC).
e Regularly review and update user privileges.
¢ Require strong password policies and multi-factor authentication where applicable.

5.3 Data Encryption Standards

¢ Encrypt data at rest and in transit using industry-standard protocols (e.g., AES-256, TLS 1.2+).
¢ Protect encryption keys using secure hardware or software key management solutions.

5.4 Employee Responsibilities



e Complete mandatory data protection training annually.
¢ Report suspected data breaches or unauthorized access immediately.
¢ Do not share credentials or access privileges.

5.5 Incident Reporting and Response
e Report all suspected or confirmed data breaches to the Data Protection Officer within 24 hours.
¢ Preserve evidence and cooperate with investigation procedures.
¢ Follow the organization's incident management and notification protocols.
5.6 Compliance and Regulatory Requirements
¢ Abide by applicable data protection laws (e.g., GDPR, HIPAA, CCPA).

¢ Maintain records of processing activities as required by law.
e Facilitate audits and reviews as mandated by regulation or policy.

6. Review and Updates

This SOP must be reviewed annually or when significant legal, technological, or policy changes occur.

7. References

General Data Protection Regulation (GDPR)

Health Insurance Portability and Accountability Act (HIPAA)
Callifornia Consumer Privacy Act (CCPA)

Internal IT Security Policies

Employee Data Protection Training Materials
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