SOP: Confidentiality, Data Protection, and
Documentation Retention Protocols

This SOP establishes guidelines for confidentiality, data protection, and documentation retention protocols,
ensuring the secure handling of sensitive information, compliance with data privacy regulations, and systematic
retention and disposal of documents. It covers procedures for safeguarding personal and organizational data, access
controls, encryption standards, data breach response, and retention schedules to maintain legal and operational
integrity.

1. Purpose

To outline standardized procedures for protecting confidential information, managing data securely, and retaining
documentation according to legal and operational requirements.

2. Scope

This SOP applies to all employees, contractors, and third parties who process, manage, or access sensitive
information within the organization.

3. Definitions

Term Definition
Confidential Any data or information not publicly available, including personal data, trade secrets, financial
Information information, etc.
Data Protection Measures and policies to safeguard data against unauthorized access, disclosure, or loss.
Documentation Systematic approach to storing and disposing of documents in accordance with legal,
Retention regulatory, and business requirements.

4. Responsibilities

¢ Data Protection Officer: Oversee implementation of data protection policies and practices.
¢ Department Heads: Ensure adherence to protocols and staff awareness training.
¢ All Personnel: Comply with confidentiality, data protection, and retention procedures.

5. Procedures

5.1 Confidentiality

¢ Only authorized staff may access confidential information on a need-to-know basis.
¢ Sign confidentiality agreements before access is granted.
e Discuss confidential matters only in secure environments.

5.2 Data Protection

e Utilize strong authentication and role-based access controls for all sensitive systems and data.
¢ Encrypt data at rest and in transit using industry-standard protocols.

e Store physical documents in locked cabinets with restricted access.

¢ Regularly update and patch information systems to reduce vulnerabilities.

e Conduct periodic security awareness training for all employees.

5.3 Data Breach Response

. Immediately report suspected or actual breaches to the Data Protection Officer.
. Contain and assess the impact of the breach.

. Notify affected parties and regulatory authorities as required by law.

. Document incident details and implement corrective actions.
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5.4 Documentation Retention

Store and archive documents according to the retention schedule (see Section 6).

Destroy documents securely (e.g., shredding or secure deletion) after retention periods expire.
Maintain logs of document disposition.

Comply with industry-specific recordkeeping and privacy regulations (e.g., GDPR, HIPAA).

6. Retention Schedules

Document Type Retention Period Disposition Method
Personnel Records 7 years after separation Shredding (physical), Secure deletion (digital)
Financial Records 7 years Shredding, Secure deletion
Client Data Duration of contract + 2 years Secure deletion
Legal Documents As required by law Shredding, Secure deletion
General Correspondence 3 years Shredding, Secure deletion

Note: Specific retention requirements may vary based on jurisdictional laws and organizational policies.

7. Compliance and Monitoring

¢ Periodic audits of data protection measures and document retention practices.
¢ Report and investigate all suspected breaches or non-compliance incidents.
e Continuous improvement of protocols based on audit findings and regulatory updates.

8. Review and Revision

This SOP will be reviewed annually or as required by regulatory changes and organizational needs.

9. References

e Applicable data protection laws (e.g., GDPR, HIPAA)
¢ Organizational Information Security Policy
¢ Record Retention Policy
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