Confidentiality Agreement

Information contained in hard copy or electronic records for Chadron State College (CSC) students, employees, volunteers, vendors/contractors, alumni as well as institutional financial records must be maintained in a secure and confidential manner at all times.  This also applies to confidential verbal information that is discussed during the daily operation of business.  Only those items that are considered public information may be released.
CSC employees are authorized access to confidential information as a condition of employment to the extent necessary to perform their duties.  As an employee, student, volunteer, or vendor/contractor of CSC, you are required to protect against unauthorized access to such information, ensure the security and privacy of such information, and disclose any anticipated threats or hazards to such information.  Any questions regarding release of such information to another person should be directed to your supervisor or their designee.

Release or distribution of any confidential information outside the intended and approved use is strictly prohibited and could result in disciplinary action up to and including termination of employment or services.

I acknowledge and agree to the above statement.

_____________________________    ______________________________     ________
Employee Name (Printed)

   
      Employee Signature  


           Date

_____________________________    ______________________________     ________
Supervisor Name (Printed)


      Supervisor Signature  


           Date

Copy Distribution:
· Full-Time Employees:  Return original to HR once completed.
· Part-Time Employees:  Return original to Supervisor who will maintain completed form in their files.
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