Client and Customer Data Protection Policies and Procedures

1. Policy Overview

Objective: Ensure robust protection and confidentiality of all client and customer data.
Mandate safeguards against unauthorized access, use, disclosure, disruption,
modification, or destruction, maintaining data integrity, privacy, and adherence to legal

mandates like GLBA and Massachusetts Data Security Regulations.

Scope: Applies to all employees, contractors, temporary personnel, vendors, consultants,

and third parties accessing, processing, or managing client and customer data.
Responsibilities:

® Data Protection Officer (DPO) (Executive Team) : Oversees compliance,
develops strategies, conducts audits, manages breaches.

® IT Department (Executive Team) : Implements technical safeguards, access
controls, encryption, network security.

e HR Department (Executive Team) : Conducts training, maintains records,
ensures policy adherence.

e All Employees: Understand and comply with policies, report breaches, protect
data.

2. Data Access and Handling

Access Control:
® Need-to-know basis access.
® Role-based access controls.

® Quarterly access privilege reviews.



Secure Handling:
® Encrypted communication channels.
® Seccure file-sharing platforms.

e Controlled physical handling.

Authentication:
® Multi-factor authentication (MFA) for sensitive systems.
® Secure password policies.

° Logged and monitored login attempts.
3. Data Protection Measures

Encryption:
® Data encrypted at rest and in transit.
e AES 256-bit encryption or higher.

® Securely managed encryption keys.

Software Updates:
e Current security patches and updates.
e Automated patch deployment.

® DPeriodic vulnerability scans.

Network Security:
e Firewalls, IDS, and IPS.
® Denetration testing and vulnerability assessments.
® Secure Wi-Fi and VPNs.

4. Data Retention and Disposal



Retention Policies:
e Comprehensive data retention policy.
® Data retained only as necessary.

® Defined timelines, periodically reviewed.

Secure Disposal:
® DPhysical documents shredded using cross-cut shredders.
® Digital data securely destroyed with data wiping software.

® Records of data destruction maintained.
5. Incident Response

Response Plan:
® Detailed data breach response plan.
® DPlan includes containment, investigation, notification, recovery, and review.

® DPeriodic drills and simulations.

Notification:
® Timelines for internal and external notifications.
® Detailed breach documentation.

° Legal counsel consultation for reporting requirements.

6. Training and Awareness

Training Program:
® Mandatory annual training on data protection and security.
° Ongoing awareness campaigns.

® Training covers data handling, phishing, security incidents, legal requirements.

Assessment and Updates:



e Employee comprehension assessed through quizzes and feedback.
® Training materials updated regularly.

e Employee feedback used to enhance training.

Confidentiality and Intellectual Property Policies and Procedures
1. Policy Overview

Objective: Protect and manage intellectual property (IP) and confidential information,

safeguarding competitive advantages, trade secrets, and innovative work products.

Scope: Applies to all employees, contractors, vendors, partners, and individuals accessing

proprietary information.

Responsibilities:
® Legal Department (Executive Team) : Manages NDAs, IP assignments, ensures
adherence to IP statutes.

® Managers: Ensure policy adherence, report violations.
2. Access to Confidential Information

Controlled Access:
® Access controls based on least privilege.

e Confidentiality agreements utilized.

Audit and Monitoring:
® DPeriodic audits of data access logs.

e Comprehensive access logs maintained.



3. Use and Sharing of Confidential Information

Non-Disclosure:
e NDAs mandatory prior to sharing.

® Sharing restricted to minimal amount necessary.

Documentation:
® Detailed records of external sharing.

® Formal review process for third-party data sharing.
4. Intellectual Property Creation and Ownership

Reporting Procedure:
® DProtocol for reporting inventions and innovations.

e Standardized forms for disclosure submissions.

Assignment Agreements:
e [P assignment agreements required for all employees.

e Agreements cover extant and future IP rights.
5. Security Measures

Physical and Digital Security:
® Secure physical access.

e Robust digital security (VPNs, encrypted storage).

Document Management:
® Sensitive documents stored on secure servers or encrypted cloud storage.

® DPhysical documents labeled and stored securely.



