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Writing Security Policies and Standards
with Marc Menninger

Example Data Protection Policy
This is an example data protection policy. Use this as a guide to write or revise the data  
protection policy for your organization.

~~~~~~~

Data Protection Policy
1.0 Purpose

The purpose of this policy is to protect [Organization Name] information assets, ensure  
compliance with relevant data protection laws and regulations (such as GDPR), safeguard  
personal data, ensure privacy, and maintain the trust of our stakeholders.

2.0 Scope

This policy applies to all employees, contractors, and stakeholders who interact with company  
information assets, regardless of the medium or format in which information is stored.

3.0 Policy

3.1 Data Collection and Usage

Personal data will only be collected for specified, explicit, and legitimate purposes. Data  
should be adequate, relevant, and limited to what is necessary in relation to the purposes  
for which it is processed.

3.2 Data Access and Security

Access to personal data will be restricted to authorized personnel only. Appropriate security  
measures, including encryption and access controls, will be implemented to protect data  
from unauthorized access, alteration, or destruction.

3.3 Data Retention and Disposal

Personal data will be retained only as long as necessary for the purposes for which it was  
collected or as required by law. Data will be securely disposed of when no longer needed.

3.4 Data Subject Rights

Data subjects have the right to access their personal data, request corrections, and object  
to the processing of their data. Procedures will be in place to ensure these rights can be  
exercised easily.
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3.5 Data Breach Notification

In the event of a data breach, the organization will notify affected individuals and relevant  
authorities within 72 hours in accordance with applicable laws and regulations.

4.0 Responsibilities

Employees

•	 Follow security protocols and report any security incidents immediately

IT Department

•	 Implement security controls, monitor compliance, and manage incident responses

Managers

•	 Ensure team compliance with data protection policies and facilitate necessary  
training and resources

Security Officer

•	 Oversee data protection strategies, enforce policies, and conduct regular audits to  
assess policy effectiveness

5.0 Compliance

Compliance with this policy is mandatory for all employees, contractors, and stakeholders.  
Noncompliance may result in disciplinary actions, including termination of employment, and  
could lead to legal consequences if it involves violations of laws and regulations.

6.0 Enforcement

This policy will be enforced with regular audits and continuous monitoring conducted by the  
security officer. Any violations of the policy will be subject to thorough investigation, and  
appropriate disciplinary measures will be taken based on the severity of the noncompliance.  
Actions may include warnings, retraining, suspension, or termination, depending on the  
nature of the violation.

7.0 Definitions

•	 Personal data: any information relating to an identified or identifiable natural person

•	 Data subject: an individual whose personal data is being collected, held, or processed

•	 Data breach: a security incident that results in unauthorized access, alteration, or  
destruction of personal data
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8.0 Review and Updates

This policy will be reviewed annually or as needed to ensure its relevance and effectiveness. The  
security officer is responsible for coordinating the review and update process. A revision history  
will be maintained to document changes and updates.

Revision History

Date Description of Change Changed By

YYYY-MM-DD [Initial draft or specific changes made] [Name or role]


