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Statement
The purpose of this Data Loss Prevention (DLP) Policy is to protect the confidentiality, integrity, and
availability of sensitive information by preventing unauthorised access, disclosure, loss, or misuse. This
policy establishes guidelines for safeguarding data and ensuring compliance with applicable laws,
regulations, and organisational requirements.

    Policy Scope
This policy applies to all employees, contractors, vendors, and third parties who access, process, or
handle the organisation's data. It covers all types of data, including but not limited to:

 Personal Identifiable Information (PII)
 Financial data
 Intellectual property
 Customer data
 Operational and business-critical information

It applies to all organisational systems, devices, and networks, whether on-premises or in the cloud.

This Policy and Procedure document will take into account the following definitions:

 Data Loss Prevention (DLP): Strategies and tools used to prevent the unauthorised transfer,
access, or loss of sensitive information.

 Sensitive Data: Any information that, if disclosed or accessed without authorisation, could result
in harm to the organisation or individuals.

 Data Leakage: The unauthorised transmission or exposure of sensitive data.
.

Data Classification
 All organisational data must be classified according to its sensitivity (e.g., Public, Internal,

Confidential, Highly Confidential).
 Access to sensitive data is restricted to authorised personnel only.

Data Access Control
 Role-based access control (RBAC) must be implemented to ensure that employees have access

only to the data necessary for their roles.
 Multi-factor authentication (MFA) must be used for accessing sensitive systems and data.

Data Handling and Transmission
 Encryption must be applied to sensitive data at rest and in transit.
 Employees are prohibited from transferring sensitive data to personal devices or unauthorised

storage platforms.
 Secure file-sharing solutions approved by the organisation must be used for data exchange

Policy Statement

Data Privacy Protection Policy



Endpoint and Device Protection
 All devices accessing organisational data must have up-to-date antivirus and endpoint protection

software installed.
 Lost or stolen devices must be reported immediately, and remote wipe capabilities should be

enabled for sensitive data.

Email and Communication Security
 Sensitive data must not be shared through unencrypted email or messaging platforms.
 Data leakage prevention tools must be integrated into email systems to identify and block

unauthorised sharing of sensitive information.

Cloud Security
 Only approved cloud services with DLP controls should be used for storing and processing

organisational data.
 Cloud data access must be monitored to detect unauthorised downloads, sharing, or changes.

Monitoring and Auditing
 DLP tools must be implemented to monitor data flow and detect anomalies or potential data

breaches.
 Logs of data access and transmissions must be maintained and periodically reviewed for

suspicious activities.

Roles and Responsibilities

 IT Department:
o Implement and manage DLP tools and systems.

o Monitor data access, usage, and transmission.

 Employees and Contractors:
o Comply with the DLP policy and report any potential data security incidents.

o Handle sensitive data in accordance with classification and access control guidelines.

 Management:
o Ensure staff awareness and training on data security practices.

o Enforce disciplinary actions for non-compliance with this policy.

    Compliance and Enforcement

 Non-compliance with this policy may result in disciplinary action, including termination of
employment or contractual agreements.

 Breaches of data security will be reported to the relevant authorities as required by applicable laws.

Training and Awareness

 All employees must complete mandatory data protection and DLP training during onboarding and
annually thereafter.

 Periodic awareness campaigns will be conducted to highlight risks and best practices for preventing
data loss.



 Incident Response

 In the event of a suspected or confirmed data loss incident:

 The employee must report the incident immediately to the IT or security team.

 An investigation will be conducted to determine the scope and cause of the incident.

 Corrective actions, including notifying affected parties, will be implemented in line with the
organisation's incident response plan.

Policy Review

    This policy will be reviewed annually or whenever there are significant changes in:

 Data protection regulations

 Organisational processes or technology
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