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10 Step Data Compliance Year-End Checklist

As the year draws to a close, it's crucial to take stock of your organisation’s
data protection practices. Ensuring that data privacy and security are in place,
up-to-date, and compliant with laws such as GDPR is essential. Here’'s a
comprehensive year-end checklist to help guide your review and preparation
for the new year.

1. Review and Update Data Protection Policies

¢ Review Data Protection Policy: Ensure that your organisation’s data protection policy is
current and reflects any changes in laws or practices over the year.

e Update Privacy Notices: Review and update privacy notices to ensure they comply with data
protection regulations such as GDPR and reflect any changes in data processing activities.

e Data Retention Policies: Review data retention schedules and ensure they are being adhered
to. Implement any necessary changes based on the nature of data processed.

2. Conduct Data Protection Impact Assessments (DPIAs)

e Review DPIAs Conducted During the Year: Assess whether DPIAs were conducted for new
projects, systems, or processes that involve processing personal data.

¢ Ensure Compliance: Make sure any high-risk processing activities have under gone a DPIA,
and that risk mitigation measures are in place.

3. Audit Data Processing Activities

e Data Mapping: Review your data inventory or mapping, ensuring it is complete and up to
date with the types of personal data collected, processing purposes, and data flows.

e Third-Party Contracts: Ensure that contracts with data processors or third-party vendors are
up to date, with appropriate data protection clauses in place.

¢ International Data Transfers: Verify compliance with cross-border data transfer requirements.

4. Review Training and Awareness

e Staff Training: Ensure that staff members have completed their mandatory data protection
training during the year. Identify any gaps or areas where additional training is needed.

e Awareness Campaigns: Plan any awareness campaigns to reinforce data protection
principles among employees, including phishing prevention and handling of personal data.

5. Assess Incident Response and Breach Management

e Review Data Breach Incidents: Analyse any data breaches or security incidents that
occurred throughout the year. Ensure that they were reported in a timely manner and that
corrective actions have been taken.

e Test Incident Response Procedures: Conduct a review or mock drill of the data breach
response process to ensure preparedness for any future incidents.
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6. Monitor Compliance with Data Protection Laws

e Regulatory Changes: Stay updated on any new or upcoming changes to data protection
laws and regulations.

¢ Audit Compliance: Ensure ongoing compliance with key data protection obligations,
such as data subject rights (access, rectification, erasure, etc.), data minimisation and
security measures.

e Review Data Subject Requests (DSRs): Ensure that all data subject rights requests were
properly handled and responded to within the legal time frame.

7. Security Controls and Data Protection Measures

e Review Security Policies: Check if security measures such as encryption, access control
and data anonymisation are in place and effective.

e Vulnerability Assessment: Conduct a review of data security systems, including firewalls
and anti-virus software.

e Penetration Testing: Ensure that regular penetration testing and vulnerability
assessments have been carried out, with corrective actions taken for any findings.

8. Risk Management and Governance

¢ Risk Assessment: Review any data protection risk assessments done during the year
and address any outstanding risks.

e Governance and Accountability: Review how data protection responsibilities are
assigned and if data governance structures are effective.

e Action Plan: Set new or revised objectives for the next year to address any identified
weaknesses or new risks.

9. Report to Senior Management

e Prepare Year-End Report: Summarise the organisation’s data protection activities, key
achievements, areas of concern, and any incidents or issues faced throughout the year.

¢ Recommendations for Next Year: Provide recommendations for improvement or focus
areas for the upcoming year, including any additional resources or training that may be
required.

10. Plan for the New Year

e Set Objectives for the Next Year: Establish key data protection objectives for the
upcoming year, prioritising areas for improvement.

e Prepare for Audits: Plan for any upcoming regulatory audits, and make sure you are
ready with the required documentation and processes.

By following this checklist, you can ensure
that your organisation’s data protection
practices remain robust, compliant, and
aligned with the latest regulations, ultimately
helping mitigate risks related to data privacy.
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