Data Confidentiality Policy Framework

Effective Date: [Insert Date]

1. Purpose

This framework defines the guiding principles and practices for maintaining the confidentiality of sensitive data
within [Organization Name]. It establishes minimum standards to protect data from unauthorized access, use,

disclosure, alteration, or destruction.

2. Scope

This policy applies to all employees, contractors, vendors, and other stakeholders who process, access, or
manage data on behalf of [Organization Name].

3. Definitions

e Confidential Data: Information that is protected by law, regulation, contract, or policy, and whose
unauthorized disclosure could harm individuals or the organization.

o Authorized Personnel: Individuals who have been granted explicit permission to access specific data sets.

e Data Owner: The designated individual responsible for the management and protection of specific data.

4. Roles and Responsibilities

Management: Ensure compliance with this policy and allocate necessary resources for implementation.
Employees/Users: Adhere to all confidentiality practices and report violations.
IT Team: Implement technical safeguards to support confidentiality.

Data Owners: Classify data and determine access rights.

5. Data Classification

1. Data must be classified based on sensitivity and regulatory requirements (e.g. Public, Internal, Confidential,
Restricted).
2. Confidential or restricted data must receive the highest level of protection.

6. Access Control

e Access to confidential data is granted strictly on a need-to-know basis.

® Access rights must be reviewed regularly and revoked promptly upon changes in role or employment
termination.

e User authentication must be enforced at all access points.

7. Data Handling and Storage

e Confidential data must be stored securely using approved encryption methods where appropriate.
e Physical and electronic copies must be protected against unauthorized access and loss.
e Data must not be transferred or shared without authorization.

8. Breach Notification

o All suspected or actual breaches of confidentiality must be reported immediately to the designated authority.



e Incident response procedures will be initiated as soon as a breach is confirmed.

9. Training and Awareness

o All personnel must complete mandatory training on data confidentiality upon hire and at regular intervals.
e Ongoing awareness campaigns will be conducted to reinforce confidentiality requirements.

10. Policy Review

e This policy framework will be reviewed annually and updated as necessary to address emerging threats and

organizational changes.
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