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2. Employment Status and Records

2.1, Confidentiality

Most companiss require employees to sign 3 confidentiality staterment as a condition of
employmient as information can be copied and distributzd quite easily making 3 business
vulnerable fo disclosure of confidential infarrnstion.

fau may want to includs a description of informiation you consider confidential, such as
praduct pricing and cost information, formulas contract terms, all computer files, blueprints,
employes names or addresses etc). The example shown below is a generic policy:

[COMPANY] reguires all employees to sign 3 confidentisfity agreemsnt a5 3 condition of
smployment, due to the passikility of being privy to information which is confidential andfor
mtended for the cormpany wuse onby. Al employees are reguirsd to maintain such information in
strict confidence. This policy benefits you, 35 an employes, by protecting the inferests of The
Cornpany in the safeguard of confidentisl, unique and valuable inforrnation frerm competitars ar
others.

Should an occasion arise in which you are unsure of your obligations under this policy, it is your
responsibility to consulf with your reporting manager. Failure to comply with this policy could
result in disciplinany sction, up to and including termination.

Cormpanies that provide professional services such g1 the development of computer programs,
cormmercisl art, etc. may want to develop a policy that addresses ownership rights of any
material devsloped using company resources andlor time. Samilarly, cormpaniss that conduct
research and development will want to address this issws. Due to the complexity of trademark.
copyright and patent lzws, you should contact your attomney for aseistance with this policy.

Information that perains to [COMPAMNYT's business, incleding all nonpublic information
concaming the Company, its vendors and suppliers., is strictly confidential and rmwest not be
given to people who are not employed by [COMPANY].

Flzase help protect confidential information - which may includs, for example, trade secrets,
customer lists and cornpany financial information - by taking the following precautionary
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+  [Discuss work matiers only with ather [COMPANY] employess who have a specific
business reaszon to know or have aceess to such information.
Do not discuss work matters in public places.

Kanitor and supsmvise visitors to [COMPAMNY] 1o insure that they do not have access
to company information.

Destroy hard cogies of documents containing confidential information that is not filed
or archived.
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