SOP: Documentation and Confidentiality
Requirements

This SOP details documentation and confidentiality requirements, focusing on proper record-keeping practices,
secure handling of sensitive information, access control measures, data protection protocols, and compliance with legall
and regulatory standards. The goal is to ensure the integrity, accuracy, and privacy of all documented information while
safeguarding confidential data from unauthorized access or disclosure.

1. Purpose

To provide guidelines for proper documentation and ensure confidentiality of all sensitive and proprietary information in
accordance with organizational, legal, and regulatory requirements.

2. Scope

This SOP applies to all employees, contractors, and stakeholders involved in the creation, management, storage, and
disposal of organizational documents containing confidential or sensitive information.

3. Definitions
Term Definition
Confidential Data or records containing sensitive personal, financial, or business information not intended for
Information public disclosure.

Recorded information in any form (physical or digital) that is created, received, or maintained as

Documentation . .
evidence or for operational purposes.

Access Control Processes and policies regulating who can view or use resources within the organization.

4. Responsibilities

¢ All Staff: Comply with documentation and confidentiality rules at all times.

¢ Managers/Supervisors: Ensure team compliance, provide training, and monitor adherence.

¢ Data Protection Officer (DPO): Oversee implementation of confidentiality policies and investigate potential
breaches.

5. Procedure

1. Record-Keeping Practices:
o Ensure all documents are accurate, complete, and up-to-date.
o Label records clearly with creation and modification dates.
o Store active documents in authorized systems or locations.
2. Handling Sensitive Information:
o Mark confidential documents as "Confidential" or equivalent.
o Encrypt digital files and lock physical records as needed.
o Do not discuss confidential information in public or unsecured settings.
3. Access Control:
o Restrict access to sensitive data to authorized personnel only.
o Use passwords, access logs, and secure authentication methods.
o Review and update access permissions regularly.
4. Data Protection Protocols:
o Follow encryption and backup procedures as prescribed by IT.
o Dispose of obsolete or redundant documents securely (e.g., shredding, permanent deletion).
5. Compliance:
o Abide by all applicable data privacy laws, regulations, and internal policies (e.g., GDPR, HIPAA).
o Participate in mandatory confidentiality and data protection training sessions.
o Report suspected breaches or incidents immediately to the DPO or relevant authority.

6. Documentation and Retention

¢ Maintain records for the duration specified in the records retention policy.



e Periodically review stored documents for relevance and initiate secure disposal when retention periods expire.

7. Review and Updates
e This SOP shall be reviewed annually or as required by changes in regulations or organizational needs.
¢ Allrevisions must be approved by management and communicated to relevant personnel.
8. References
¢ Records Retention Policy
e Data Protection Policy
¢ Applicable data privacy regulations (GDPR, HIPAA, etc.)
9. Appendices

e Sample Confidentiality Statement
e Record Disposal Request Form
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