Data Protection & Privacy Awareness for Staff

Best For

This program is ideal for:

Early to mid-career professionals

Non-technical staff across all departments

Professionals handling personal, customer, or confidential data
Organizations strengthening data protection and privacy awareness

Delivery Style

The learning experience is highly practical, awareness-driven, and focused on helping staff
understand their responsibilities in handling data safely, lawfully, and professionally in
everyday work situations.

Outcome Level

Participants develop stronger data-protection awareness, improved confidence in handling
sensitive information, and the ability to reduce privacy-related risks through responsible
workplace behavior.

Program Positioning

Data protection and privacy are no longer limited to legal or IT teams. Every employee who
handles emails, documents, customer records, internal systems, or shared files plays a direct
role in protecting sensitive information.

Many data breaches occur not because of technical failures, but due to human error —
accidental sharing, weak handling practices, lack of awareness, or misunderstanding of
privacy responsibilities.

This program is designed to help staff clearly understand what data protection and privacy
mean in practical, day-to-day work, how mistakes happen, and how to prevent them through

simple, consistent behaviors.

The content reflects modern regulatory and workplace expectations across the USA, Canada,
Australia, and global organizations, where data responsibility is a core professional
requirement.

Ideal for professionals with 0-15 years of experience
Ideal for organizations strengthening privacy awareness culture

LEARNING STRUCTURE (8 HOURS)



Block 1 — Understanding Data Protection & Privacy in the Workplace

This session builds a strong foundation by explaining what data protection and privacy mean
in everyday work contexts. Participants understand why protecting information is critical for
trust, compliance, and organizational reputation.

It covers:

What data protection and privacy mean in simple terms
Why data privacy matters to organizations and individuals
How everyday work involves data responsibility

Shared accountability for protecting information

Outcome: Clear understanding of data protection fundamentals.

Block 2 — Types of Data & Sensitivity Awareness

This session focuses on helping participants recognize different types of data and understand
why some information requires extra care.

It covers:

Personal, sensitive, and confidential data
Business-critical and internal information
Understanding data sensitivity levels

Avoiding accidental exposure of sensitive data

Outcome: Improved awareness of data types and sensitivity.
Block 3 — Safe Data Handling in Daily Work
This session strengthens practical habits for handling data responsibly during routine tasks.
It covers:

Safe email and document handling

Secure file sharing and storage practices
Avoiding data leaks through messaging tools
Responsible printing and disposal

Outcome: Safer daily data-handling behavior.

Block 4 — Privacy Risks, Mistakes & Common Breaches

This session helps participants recognize how data-privacy incidents commonly occur —
often unintentionally.

It covers:



Common causes of data breaches

Human error and miscommunication risks
Misaddressed emails and oversharing
Learning from real-world incidents

Outcome: Stronger awareness of privacy risks and prevention.
Block 5 — Remote Work, Devices & Data Protection

This session addresses additional privacy risks introduced by remote and hybrid work
environments.

It covers:

e Protecting data outside the office

e Securing devices and workspaces

e Avoiding public-space data exposure

e Managing personal and shared devices responsibly

Outcome: Improved data protection in remote work settings.
Block 6 — Privacy Expectations, Policies & Compliance Awareness

This session focuses on understanding organizational privacy expectations without legal
complexity.

It covers:

e Why organizations have data-protection policies

e Employee responsibilities under privacy guidelines
e Respecting customer and employee privacy

e Acting within policy boundaries

Outcome: Better alignment with privacy policies and expectations.
Block 7 — Recognizing & Reporting Data Incidents
This session emphasizes early reporting as a key protection measure.
It covers:

e Recognizing potential data incidents

e Knowing when and how to report issues

e Avoiding delay, panic, or concealment

e Supporting quick containment and response

Outcome: Increased confidence in reporting privacy concerns.

Block 8 — Data Protection & Privacy Action Plan



This final session helps participants convert awareness into consistent professional behavior.

It covers:

e |dentifying personal data-handling risks

e Strengthening responsible data habits

e Applying privacy awareness daily

e Creating a personal data-protection action plan

Outcome: Clear, practical plan for responsible data handling.

What You Will Walk Away With

Participants complete the program with:

Stronger understanding of data protection responsibilities
Improved confidence handling sensitive information
Reduced risk of accidental data breaches

Greater privacy awareness and accountability

A structured approach to responsible data behavior

A Knowledge Que Course Completion Certificate (8 PDUs)

Certification (Delivery-Neutral & Legally Safe)

On successful completion of the program, learners receive:
Knowledge Que — Course Completion Certificate
Recognition of 8 Professional Development Units (PDUs)

A digital certificate suitable for:

LinkedIn

Resume & Portfolio

Professional Profiles
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Why Knowledge Que

Expert-led, practical professional skills training
Real-world workplace data-privacy scenarios
Skill-focused learning with immediate application
Programs designed specifically for modern professionals
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