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1. Purpose

The purpose of Data Protection policy is to establish guidelines and procedures to protect the data of
AA-Exchange (Pvt) Ltd, ensuring the confidentiality, integrity, and availability of all data handled by the
company. This SOP aims to mitigate the risk of data breaches andensure compliance with relevant laws

and regulations.

2. Scope

This SOP applies to all employees, contractors, and third-party vendors who handle data related to AA-
Exchange operations. It covers all forms of data, including electronic, paper, and other media, and
addresses data security measures across all systems, applications, and processes within AA-Exchange.

3. Data Classification

Data handled by AA-Exchange is classified into three categories:

1. Confidential: Highly sensitive data, such as customer personal information, financial data, and
internal business strategies.

2. Internal Use Only: Data intended for use within the organization, not for public disclosure.

3. Public: Data intended for public dissemination, such as marketing materials and press releases.

4. Roles and Responsibilities

e Data Protection Officer (DPO):

o

o

o

o

Develop and implement data protection policies and procedures.

Conduct regular data protection impact assessments.

Serve as the point of contact for data subjects and supervisory authorities.
Provide data protection training and awareness programs for staff.
Monitor compliance with data protection regulations and internal policies.

Advise on data breach response and notification procedures.

e IT Department:

o

o

Implement and maintain firewalls, anti-virus software, and other security technologies.
Manage access controls and user authentication systems.

Conduct regular security audits and vulnerability assessments.

Implement and manage data backup and recovery systems.

Ensure secure configuration of all IT systems and networks.
Respond to and investigate security incidents.
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o

Implement encryption for data at rest and in transit.

e Employees:

o

o

o

o

Follow all data security policies and procedures.

Attend mandatory data security training sessions.

Use strong, unique passwords and change them regularly.

Lock computers when away from workstations.

Avoid sharing sensitive information via unsecured channels.

Report any suspected data breaches or security incidents immediately.

Handle physical documents securely, including proper disposal.

e Third-party Vendors:

o

o

o

o

Sign and adhere to data protection agreements.

Provide evidence of their own data security measures.

Allow for security audits by AA-Exchange when necessary.

Report any data breaches involving AA-Exchange data immediately.
Ensure their staff are trained in data protection practices.
Implement encryption for any AA-Exchange data they handle.

Securely destroy or return AA-Exchange data when no longer needed.

¢ Management:

o

o

o

o

o

Allocate sufficient resources for data security initiatives.
Approve data security policies and procedures.

Ensure data security is integrated into business processes.
Review regular reports on the state of data security.

Support a culture of data security within the organization.

e Department Heads:

o

o

o

o

Ensure their department adheres to data security policies.
Identify and report department-specific data security risks.
Collaborate with the DPO and IT on implementing security measures.

Ensure new staff are properly trained on data security.
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Human Resources

o Include data security responsibilities in job descriptions.
o Conduct background checks for employees handling sensitive data.
o Manage the off boarding process to ensure data security (e.g., revoking access).

o Assist in organizing data security training sessions.

5. Data Security Measures

5.1 Physical Security

Secure access to facilities housing sensitive data through access control systems (e.g., key cards,
biometric systems).

Maintain surveillance systems to monitor access points and detect unauthorized access.
Store paper records containing sensitive data in locked cabinets or secure storage areas.
Limit physical access to areas where sensitive data is stored to authorize personnel only.
A clean desk policy to ensure sensitive documents aren't left out.

Procedures for visitor management and escorting.

Guidelines for disposing of physical records (e.g., shredding).

Regular physical security audits or inspections.

Emergency procedures for physical security breaches.

5.2 Network Security

Implement firewalls, intrusion detection, and prevention systems to protect the network.
Use secure communication protocols (e.g., SSL/TLS) for data transmission.

Regularly update and patch network devices and software to protect against vulnerabilities.
Conduct regular network security assessments and penetration tests.

Implementation of network segmentation to limit the spread of potential breaches.

Use of Virtual Private Networks (VPNs) for remote access.

Deployment of Multi-Factor Authentication (MFA) for network access.

Monitoring and logging of network traffic for anomaly detection.

Policies for secure configuration of network devices.
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Guidelines for wireless network security.

Procedures for responding to detected network intrusions.

5.3 Access Control

Implement role-based access control (RBAC) to limit data access based on job responsibilities.

Use strong authentication mechanisms, including multi-factor authentication (MFA), for
accessing sensitive systems and data.

Regularly review and update access permissions to ensure they are appropriate and current.

Monitor and log access to sensitive data Password policies (e.g., complexity requirements,
regular changes).

Procedures for granting and revoking access rights.

Implementation of privileged access management for admin accounts.

Session timeout policies to prevent unauthorized access on unattended devices.
Single Sign-On (SSO) implementation for streamlined access management.
Periodic access audits to identify and remove unnecessary privileges.

Guidelines for handling shared accounts (if any exist) and systems for auditing purposes.

5.3 Data Encryption

Encrypt sensitive data at rest and in transit using industry-standard encryption algorithms.
Store encryption keys securely and restrict access to authorized personnel only.

Ensure that all mobile devices and removable media containing sensitive data are encrypted.
Specification of approved encryption algorithms and key lengths.

Procedures for key management (generation, distribution, rotation, and revocation).
Guidelines for end-to-end encryption in communication systems.

Policies for encrypting backups and archived data.

Implementation of database encryption.

Procedures for securely wiping data from devices before disposal or reuse.

Regular review and updating of encryption practices to keep up with evolving standards.
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5.4 Endpoint Security

Install and regularly update antivirus and anti-malware software on all endpoints.
Enforce policies for the use of company-owned devices and restrict the use of personal devices.
Implement mobile device management (MDM) for securing mobile devices.

Ensure all software and operating systems on endpoints are up-to-date with the latest security
patches.

Implementation of endpoint detection and response (EDR) solutions.

Use of application whitelisting to prevent unauthorized software execution.
Enforcement of disk encryption on all endpoints.

Implementation of data loss prevention (DLP) software.

Guidelines for secure configuration of endpoints (e.g., disabling unnecessary services).
Procedures for secure disposal or reuse of endpoints.

Regular security awareness training for endpoint users.

Policies for remote access and use of VPNs.

5.5 Data Backup and Recovery

Regularly back up critical data and store backups in a secure, offsite location.

Test data recovery procedures periodically to ensure backups can be restored.
Implement disaster recovery plans to address data loss incidents.

Specification of backup frequency and retention periods for different types of data.
Implementation of automated backup systems to ensure consistency.

Use of encryption for backup data to protect against unauthorized access.
Guidelines for access control to backup systems and data.

Procedures for secure disposal of old backups.

Implementation of redundant backup systems or cloud-based backup solutions.
Regular audits of the backup and recovery processes.

Inclusion of backup and recovery procedures in business continuity plans.
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5.6 Data Disposal

Permanently delete or physically destroy data that is no longer needed and is classified as
confidential.

Follow secure data disposal procedures for electronic devices, paper records, and other media.
Ensure that all data is securely erased before disposing of or repurposing devices.

This section on Data Disposal outlines important measures to ensure that sensitive data is
properly handled at the end of its lifecycle. Let's analyze the key points.

Permanent Deletion or Physical Destruction.

This ensures that confidential data cannot be recovered once it's no longer needed.
It's crucial for maintaining data privacy and complying with regulations.

Secure Disposal Procedures.

Having specific procedures for different types of media (electronic devices, paper records, etc.)
ensures comprehensive data protection.

This helps prevent accidental data leaks during the disposal process.

Secure Erasure Before Device Disposal/Repurposing.

This practice prevents data from being accessed on discarded or repurposed devices.
It's particularly important given the persistence of data on electronic storage media.

These measures provide a solid foundation for data disposal. To enhance this section further,
consider adding.

Specification of approved data erasure methods (e.g., multiple overwrites for electronic data,
cross-cut shredding for paper).

Guidelines for maintaining a data disposal log for auditing purposes.
Procedures for verifying the complete erasure of data after disposal.
Policies for the use of certified third-party disposal services when necessary.
Training requirements for personnel involved in data disposal.

Inclusion of data disposal in the overall data lifecycle management policy.
Procedures for secure disposal of cloud-stored data and backups.

Guidelines for handling the disposal of encrypted data and encryption keys.
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6. Incident Response

Establish an incident response team responsible for managing data security incidents.

Develop and implement an incident response plan outlining steps to be taken in case of a data
breach.

Regularly train employees on recognizing and responding to data security incidents.
Maintain an incident log to document and review all data security incidents and responses.
Clear definition of roles and responsibilities within the incident response team.

Procedures for initial assessment and classification of incidents.

Guidelines for internal and external communication during an incident.

Steps for preserving evidence for potential legal or regulatory proceedings.

Procedures for post-incident analysis and lessons learned.
Integration of the incident response plan with business continuity and disaster recovery plans.

Regular testing and updating of the incident response plan (e.g., through tabletop exercises).

Procedures for engaging with law enforcement or regulatory bodies when necessary.

7. Employee Training and Awareness

Conduct regular training sessions on data security policies, procedures, and best practices.
Provide employees with resources and tools to recognize and prevent data security threats.
Require employees to sign a data security agreement acknowledging their responsibilities.
Promote a culture of security awareness within the organization.

Implementation of role-specific training tailored to different job functions.

Regular phishing simulations to test and improve employee awareness.

Establishment of a reward system for reporting security issues or demonstrating good security
practices.

Creation of a security newsletter or internal communication channel for updates and tips.
Integration of security awareness into the onboarding process for new employees.
Regular assessment of employee knowledge through quizzes or practical tests.
Designation of security champions within departments to promote best practices.

Development of an escalation process for employees to report suspected security issues.
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8. Compliance and Auditing

Regularly audit data security practices to ensure compliance with internal policies and external
regulations.

Perform vulnerability assessments and penetration testing to identify and mitigate security risks.
Document and report audit findings and remediate any identified issues promptly.

Ensure compliance with relevant data protection regulations, such as GDPR, HIPAA, and local
laws.

Establishment of a regular audit schedule with defined scopes and objectives.
Implementation of continuous monitoring tools for real-time compliance checks.
Creation of a compliance dashboard for tracking key security metrics.
Procedures for engaging third-party auditors for independent assessments.
Development of a process for tracking and implementing regulatory changes.

Integration of compliance requirements into the software development lifecycle.
Establishment of a data governance committee to oversee compliance efforts.

Procedures for conducting privacy impact assessments for new projects or processes.

9. Review and Updates

Regularly review and update this SOP to reflect changes in technology, regulations, and business
processes.

Conduct an annual review of data security policies and procedures.

Involve stakeholders from various departments in the review process to ensure comprehensive
coverage.

Establishment of a formal change management process for updating the SOP.

Definition of specific triggers for ad-hoc reviews (e.g., after major security incidents, significant
technology changes).

Implementation of a version control system for tracking changes to the SOP.
Creation of a feedback mechanism for employees to suggest improvements.
Regular benchmarking against industry best practices and standards.
Procedures for communicating updates to all relevant parties.

Integration of lessons learned from incident responses into the review process.

Establishment of key performance indicators (KPIs) to measure the effectiveness of the SOP over
time.




