SOP: Data Backup, Confidentiality, and Document
Retention

This SOP details data backup, confidentiality, and document retention procedures, emphasizing the secure and
systematic handling of data. It covers regular data backup schedules, secure storage methods, confidentiality protocols to
protect sensitive information, compliance with legal and regulatory document retention requirements, and the proper
disposal of documents. The objective is to ensure data integrity, prevent data loss, safeguard sensitive information, and
maintain compliance with organizational and legal standards.

1. Purpose

To establish protocols for backing up data, maintaining confidentiality, and retaining documents in compliance with
applicable regulations and organizational policies.

2. Scope

This SOP applies to all employees, contractors, and third-party vendors involved in handling, storing, or managing
organizational data and documents.

3. Responsibilities

¢ IT Department: Implements and monitors backup and security protocols.
¢ All Staff: Ensures compliance with confidentiality and document handling procedures.
¢ HR/Compliance Officer: Oversees document retention and legal compliance.

4. Data Backup Procedures

e Perform regular data backups as outlined below:
o Daily: Incremental backups of active data.
o Weekly: Full system backup.
o Monthly: Archive backup for long-term storage.

¢ Verify backups regularly to ensure data integrity and successful recovery.
e Store backups securely, using encrypted devices and/or secure offsite/cloud storage.
e Limit access to backup media to authorized personnel only.

5. Confidentiality Protocols

Classify data according to sensitivity (public, internal, confidential, restricted).
Restrict access to sensitive data using authentication and authorization controls.
Ensure all employees sign confidentiality agreements.

Transmit and store sensitive data using encryption where appropriate.

Train staff on handling and reporting data breaches or unauthorized access.

6. Document Retention & Disposal

Document Type Retention Period Disposal Method
Financial Records 7 years Certified shredding / Deletion
Personnel Records 6 years after employment ends Certified shredding / Secure deletion
Client Data As per contract or 5 years Certified shredding / Secure deletion
General Correspondence 3 years Certified shredding / Secure deletion

¢ Review documents annually to identify those eligible for disposal.



¢ Dispose of documents containing confidential information using methods that ensure data is unrecoverable,
including shredding or secure electronic deletion.
e Document and log all disposals for audit purposes.

7. Compliance and Audit

¢ Review and update this SOP annually or as required by changes in regulations.
¢ Conduct regular audits to ensure adherence to backup, confidentiality, and retention procedures.
¢ Report non-compliance to senior management and corrective actions taken.

8. References

e Data Protection Laws (GDPR, HIPAA, etc.)
¢ Organizational IT Security Policy
e Record Retention Policy

9. Revision History

Version Date Description Approved By

1.0 2024-06-15 Initial creation Compliance Officer
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