SOP: Ensuring Confidentiality and Privacy of All
Conversations and Information Shared

This SOP details the procedures for ensuring confidentiality and privacy of all conversations and information shared,
including guidelines for secure communication, handling sensitive data, access control measures, confidentiality
agreements, and protocols for reporting breaches. The goal is to protect personal and organizational information,
maintain trust, and comply with privacy regulations.

1. Purpose

To establish standardized procedures that ensure confidentiality and privacy for all conversations and information shared
within the organization.

2. Scope

This SOP applies to all employees, contractors, and third parties with access to confidential or sensitive information
related to the organization.

3. Roles & Responsibilities

Role Responsibilities

Adhere to SOP procedures; report breaches; sign confidentiality agreements; safeguard

All Staff sensitive data.

Managers / . . ) ) -
) Ensure staff compliance; enforce access controls; provide mandatory training.
Supervisors
Maintain secure communication systems; manage user access and permissions; monitor
IT Department ¥ ’ 9 P ’

systems for security incidents.

Maintain records of confidentiality agreements; investigate and report breaches; update policies

HR / Compliance as needed.

4. Procedures

4.1 Secure Communication

e Use encrypted platforms (e.g., email with TLS, secure messaging apps) for all confidential communications.
¢ Avoid sharing sensitive information over unsecured channels (e.g., SMS, open Wi-Fi).

4.2 Handling Sensitive Data

¢ Mark confidential documents clearly (e.g., "Confidential", "Internal Use Only").
e Store sensitive data in secure locations (encrypted drives, locked cabinets).
¢ Dispose of sensitive information securely (e.g., shredding, secure digital deletion).

4.3 Access Control Measures

e Grant access to confidential data strictly on a need-to-know basis.
¢ Use strong, unique passwords and enable multi-factor authentication where available.
¢ Immediately revoke access for users who leave the organization or change roles.



4.4 Confidentiality Agreements

¢ Require all employees, contractors, and third parties to sign a confidentiality agreement before accessing
sensitive information.
¢ Retain signed agreements in personnel files.

4.5 Reporting Breaches

¢ Immediately report suspected or actual breaches of confidentiality to your supervisor and the designated
compliance officer.

¢ Follow the internal incident response protocol for investigation and mitigation.

¢ Cooperate with investigations and take corrective action as instructed.

5. Compliance

¢ All procedures must comply with applicable local, national, and international privacy regulations (e.g., GDPR,
HIPAA).
¢ Regularly review and update this SOP to align with best practices and legal requirements.

6. Training

¢ All personnel must complete annual training on confidentiality and data privacy.
¢ Specialized training provided for staff with elevated access to sensitive information.

7. Review & Revision

¢ This SOP will be reviewed at least annually and revised as necessary.
¢ All personnel will be notified of changes and required to acknowledge updates.

8. Document Control

Version Date Author Summary of Changes

1.0 2024-06-17 Admin Initial SOP creation
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