SOP Template: Procedures for Handling Records
Confidentiality and Access

Purpose:

This SOP details procedures for handling records confidentiality and access, including guidelines for secure
storage, authorized access protocols, user authentication, data privacy measures, record retention policies, and
monitoring of access activities. The objective is to protect sensitive information from unauthorized disclosure, ensure
compliance with legal and regulatory requirements, and maintain the integrity and confidentiality of all organizational
records.

Scope:

This SOP applies to all employees, contractors, and third-party service providers who create, handle, store, or have
access to organizational records, both digital and physical.

Responsibilities:

¢ Records Manager: Oversees implementation and compliance with this SOP.
¢ IT Department: Ensures technical controls are in place for digital records security.
¢ All Staff: Responsible for following procedures outlined herein.

Definitions:
Term Definition
Records Any document, file, database, or electronic data relating to the organization's business or
operations.

Confidential Information not intended for public disclosure which could damage the organization or

Information individuals if released.

Authorized User Personnel granted access to specific records based on their role or responsibilities.
Procedures:

1. Secure Storage
o Physical records must be stored in locked filing cabinets or secure rooms with access control.
o Digital records must be stored on encrypted servers or cloud services with appropriate security
certifications.
2. Authorized Access Protocols
o Access granted strictly on a need-to-know basis as determined by management.
o Maintain an updated list of authorized users for each confidential record type.
3. User Authentication
o Implement multi-factor authentication (MFA) for digital record systems.
o Physical access monitored through ID badges or biometric systems where appropriate.
4. Data Privacy Measures
o Ensure compliance with applicable data privacy laws (e.g., GDPR, HIPAA).
o Regularly review and update privacy notices and consent forms.
o Minimize collection and retention of personally identifiable information (PII).
5. Record Retention Policies
o Follow a documented retention schedule for all types of records.
o Secure disposal of records after retention period through shredding, deletion, or certified destruction.
6. Monitoring and Auditing
o Implement systems to log all access and modification activities for sensitive records.
o Regularly audit access logs for suspicious or unauthorized activities.
o Report and investigate any suspected breaches immediately.
7. Training
o Conduct regular training sessions for staff on record confidentiality and access procedures.
o Require acknowledgment of understanding and compliance.

Compliance and Enforcement:



¢ Violations of this SOP may lead to disciplinary action, up to and including termination.
¢ All regulatory and legal breach reporting requirements must be followed.

Review and Revision:

¢ This SOP shall be reviewed annually or as regulations and business needs change.
¢ Review date and next revision due should be documented below.
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