Standard Operating Procedure (SOP): Staff Training on
Privacy Regulations (e.g., HIPAA)

This SOP details comprehensive staff training on privacy regulations, focusing on understanding and complying with laws
such as HIPAA. It covers the importance of protecting patient information, guidelines for handling sensitive data, procedures for
reporting privacy breaches, and ongoing education to ensure all employees maintain up-to-date knowledge of privacy
requirements. The goal is to foster a culture of confidentiality and legal compliance within the organization.

1. Purpose

To ensure all staff understand and comply with applicable privacy regulations (e.g., HIPAA) by providing effective training
regarding the protection of patient information and the organization's privacy policies.

2. Scope

This SOP applies to all employees, contractors, volunteers, and trainees who have access to protected health information (PHI)
or other sensitive data within the organization.

3. Responsibilities

Role Responsibilities

Privacy Officer Develops and updates training content; oversees compliance and monitoring; addresses reported
breaches.

HR/Training

. Schedules and documents all training sessions; maintains training records.
Coordinator

Supervisors/Managers Ensure staff attendance and adherence to procedures; reinforce training in daily activities.

All Staff Participate in required training and follow all privacy guidelines.

4. Training Content

Overview of HIPAA and other applicable privacy regulations
Definition and identification of Protected Health Information (PHI)
Importance of patient confidentiality and legal responsibilities
Proper procedures for accessing, handling, and disclosing PHI
Physical and electronic safeguards for protecting data
Recognizing and reporting privacy breaches or incidents
Consequences of non-compliance

Procedures for ongoing education and updates

5. Training Procedures

New staff must complete privacy training within their first 5 days of employment.

All staff must participate in annual refresher training.

Specialized or supplementary training will be provided as regulatory requirements change or after a breach.
Training methods may include in-person sessions, online modules, and written materials.

Staff must complete a knowledge assessment and sign an acknowledgment of understanding.
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6. Reporting Privacy Breaches

¢ Immediately notify the Privacy Officer of any suspected or actual breach.
e Complete a Privacy Breach/Incident Report Form within 24 hours.
¢ Cooperate with any investigation and follow corrective action plans as needed.

7. Documentation

¢ Maintain records of all training sessions, materials, and assessments.
¢ Track attendance and completion status in the organization's HR system.
¢ Retain training documentation for at least six years, or as required by law.



8. Review and Updates

¢ The Privacy Officer reviews this SOP annually and updates it according to changes in regulations or organizational
practices.
o Staff will be notified of significant changes and provided with updated training as needed.

9. References

¢ Health Insurance Portability and Accountability Act (HIPAA)
e State and local privacy laws
¢ Organization's Privacy Policy Manual
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