Standard Operating Procedure (SOP): Confidentiality
and Data Protection Measures for Incident Reports

This SOP details confidentiality and data protection measures concerning incident reports, emphasizing the secure
handling, storage, and sharing of sensitive information. It includes guidelines on access control, data encryption, regular
audits, compliance with legal and regulatory requirements, and staff training to ensure the privacy and integrity of incident
data, thereby safeguarding individuals' rights and organizational trust.

1. Purpose

To outline best practices and mandatory procedures for maintaining confidentiality and protecting data related to incident
reports.

2. Scope

This SOP applies to all employees, contractors, and third parties who access or handle incident reports within the
organization.

3. Responsibilities

¢ Data Protection Officer (DPO): Oversee implementation and compliance with this SOP.
¢ IT Department: Ensure secure data systems and perform regular security checks.
o All Staff: Adhere to confidentiality commitments and report breaches.

4. Procedures

1. Access Control
o Restrict access to incident reports to authorized personnel only.
o Implement role-based permissions within electronic systems.
o Maintain access logs and review regularly.
2. Data Encryption
o Encrypt all incident reports stored electronically using industry-standard algorithms.
o Ensure secure encryption for data in transit and at rest.
3. Physical Security
o Store physical copies of incident reports in locked, access-controlled cabinets or rooms.
o Limit physical access to authorized staff only.
4. Regular Audits
o Conduct bi-annual audits of access logs and system security settings.
o Document and address any non-conformances promptly.
5. Data Sharing
o Share incident report data strictly on a need-to-know basis.
o Obtain documented authorization before sharing sensitive information externally.
6. Retention and Disposal
o Retainincident reports in accordance with legal, regulatory, and organizational retention schedules.
o Securely shred or delete reports after retention period expires.

5. Compliance

All procedures must comply with applicable data protection laws (e.g., GDPR, HIPAA, local regulations) and
organizational policies.

6. Staff Training and Awareness

e Provide annual training on confidentiality and data protection.
e Ensure awareness campaigns on personal responsibilities regarding incident data.

7. Breach Management



¢ Immediately report any suspected or actual breaches of confidentiality.
e Follow organizational incident response protocols.
e Maintain documentation of breach investigation and corrective actions.

8. Review & Updates

This SOP will be reviewed annually or as required by changes in laws, regulations, or organizational policy.
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