
Employee Privacy and Secrecy Policy Sample
1. Purpose

This policy outlines the commitment of [Company Name] to maintain the privacy, confidentiality, and security of
employee and organizational information. It sets forth standards for all employees concerning privacy and secrecy
obligations.

2. Scope

This policy applies to all employees, contractors, and temporary staff who have access to company information or
systems.

3. Policy Statement

1. Privacy of Employee Information: All personal data and records of employees are confidential. Access is
limited to authorized personnel only and for legitimate business purposes.

2. Confidential Information: Employees must not disclose, copy, or transmit confidential information unless explicit
authorization is provided.

3. Third-Party Disclosure: Confidential information must not be disclosed to third parties without prior written
consent from management.

4. Data Security: Employees must follow all security protocols to protect sensitive information from unauthorized
access, theft, or loss.

5. Use of Information: Any information acquired through employment may only be used for business activities and
purposes.

4. Employee Responsibilities

Understand and comply with this policy at all times.
Report any breaches of privacy or security concerns immediately to the HR department or appropriate supervisor.
Participate in relevant privacy and security training as required by the company.

5. Breach of Policy

Any employee found to be in violation of this policy may face disciplinary action, including termination of employment
and legal action where applicable.

6. Review and Updates

This policy will be reviewed periodically and updated as necessary to comply with relevant laws and company
requirements.

7. Acknowledgment

All employees are required to read this policy and acknowledge their understanding and acceptance by signing the
Employee Privacy and Secrecy Agreement.

[Company Name]
[Date]
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