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Data Classification Levels
Purpose of This Document

This free overview document provides a high-level summary of the different data classification
levels to help you understand the importance of categorizing your data based on sensitivity and
handling requirements. Proper data classification is essential for ensuring data protection,
regulatory compliance, and efficient data management.

Instructions

1. Understand Each Classification Level:
o Review the descriptions, examples, and handling guidelines for each classification
level provided in this document.
o Determine how these levels apply to the data your organization handles.
2. Apply Basic Classification:
o Use the information in this document to perform a basic classification of your data.
o Identify which classification level best suits each type of data you manage.
3. Implement Basic Handling Procedures:
o Follow the basic handling guidelines for each classification level to ensure your
data is protected appropriately.

Importance of Data Classification

Data classification is a critical component of data management and security. Proper
classification helps to:

1. Enhance Data Protection: By categorizing data based on its sensitivity and value, you can
implement appropriate security measures to protect it.

2. Ensure Compliance: Many regulations and standards require organizations to classify and
protect personal and sensitive data. Adhering to these requirements helps you avoid legal
penalties and fines.

3. Improve Data Management: Classification allows for better organization and management
of data, making it easier to locate, retrieve, and use when needed.

4. Mitigate Risks: Understanding the sensitivity of your data helps you identify and mitigate
risks associated with data breaches, leaks, or unauthorized access.

5. Boost Efficiency: Clear data classification streamlines processes such as data access,
sharing, and storage, contributing to overall operational efficiency.
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Data Classification Levels

Data classification levels help you determine the appropriate handling and security measures for
different types of data. This section outlines four primary classification levels: Public, Internal,
Confidential, and Highly Confidential/Sensitive. Each level includes a description, examples, and
handling and sharing guidelines to ensure data is protected appropriately.

Level 1: Public

Description: Public data is information that is intended for public dissemination. It poses minimal
risk to the organization if disclosed, as it is already available or intended to be shared with the
general public.

Examples:

o Pressreleases

o Marketing materials

o Company website content

o Published financial statements
o Public research reports

Handling and Sharing Guidelines:

« Accessibility: Public data can be freely accessed and shared without restrictions.

o Accuracy: Ensure that public data is accurate and regularly updated.

« Controlled Release: Use appropriate channels to release public data to ensure it reaches
the intended audience.

Level 2: Internal

Description: Internal data is information intended for use within the organization. Unauthorized
disclosure could have a minor impact on the organization, but it does not contain highly sensitive
information.

Examples:

Internal memos and emails
Employee directories

Internal project documentation
Non-sensitive business policies

Handling and Sharing Guidelines:

« Access Control: Limit access to internal data to employees and authorized personnel.
« Internal Distribution: Share internally using secure methods, such as company intranets or
secure email.
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« Protection: Implement basic security measures to protect internal data from unauthorized
access.

Level 3: Confidential

Description: Confidential data includes sensitive information that could cause harm to the
organization or individuals if disclosed. This data requires a higher level of protection to prevent
unauthorized access and breaches.

Examples:

o Customer data

o Employee records
o Business plans

o Trade secrets

« Financial reports

Handling and Sharing Guidelines:

« Access Restrictions: Restrict access to authorized personnel only, using role-based
access controls.

« Encryption: Encrypt confidential data both in transit and at rest.

« Non-Disclosure Agreements (NDAs): Use NDAs when sharing confidential data with third
parties.

« Secure Storage: Store confidential data in secure locations with robust access controls.

Level 4: Highly Confidential/Sensitive

Description: Highly confidential or sensitive data includes the most sensitive information that, if
disclosed, could cause severe damage to the organization or individuals. This data requires the
highest level of protection and stringent handling procedures.

Examples:

o Trade secrets

o Intellectual property

« Sensitive personal data (e.g., health records, financial information)
« Strategic business plans

e Legal documents

Handling and Sharing Guidelines:

o Strict Access Control: Only allow access to highly confidential data to a very limited
number of authorized individuals.

» Multi-Factor Authentication (MFA): Use MFA to secure access to sensitive data.

« Comprehensive Encryption: Ensure sensitive data is encrypted using advanced encryption
standards.
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o Regular Audits: Conduct regular security audits to ensure compliance with handling
procedures.

Incident Response Plan: Have a robust incident response plan in place to address potential
breaches immediately.

Did you find this useful? You can upgrade to the Full Version with our
Privacy Pro Toolkit

Why Upgrade?

o Comprehensive Guidance: Our Toolkit comes with a comprehensive suite of similar tools
and guidance to empower you to take control of your data and build better relationships
with your clients and customers.

« Regulatory Compliance: Enhance your data practices in line with the latest legal and
regulatory requirements.

« Enhanced Security: Learn best practices for protecting sensitive data and minimizing
risks.

« Operational Efficiency: Improve data management and streamline processes with our
expert recommendations.

What's Included in the Full Version of the Data Classification Guided:

» Detailed Steps for Data Classification: Step-by-step instructions for identifying, assessing,
classifying, labeling, and handling data.

o Templates and Tools: Ready-to-use templates for data inventory, classification, and
handling procedures.

« Best Practices: Comprehensive best practices for maintaining data security and
compliance.

Disclaimer:

The information provided in this Data Classification Document is for general informational purposes only. While we strive to keep the information up-to-date and accurate, we make no
representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the guide or the information, products, services,
or related graphics contained in the guide for any purpose. Any reliance you place on such information is therefore strictly at your own risk. In no event will we be liable for any loss or damage
including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from loss of data or profits arising out of, or in connection with, the use of this
guide. This guide does not constitute legal advice. For specific advice on how to ensure compliance with data protection laws, please consult a qualified legal professional.
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