PLYMOUTH STATE UNIVERSITY
OFFICE OF UNIVERSITY ADVANCEMENT

CONFIDENTIALITY STATEMENT

Staff, student workers and volunteers serving Plymouth State University, the Plymouth State University Alumni Association and friends and donors must recognize the high level of responsibility that their service carries.  One critical responsibility is maintaining the confidentiality of information relating to alumni, donors and prospective donors.

1.  Staff, student workers and volunteers shall balance the needs of Plymouth State University to collect and record information with the right of alumni, donors and prospective donors to privacy.

2.  Staff, student workers and volunteers shall seek and record only information that is relevant to the efforts of Plymouth State University and the Plymouth State University Alumni Association.  Such information shall be accurately recorded in an objective and factual manner, and verified or attributed to its source.

3.  Staff, student workers and volunteers shall ensure that the collection and use of information is done lawfully.  Further, non-public information is the property of Plymouth State University and is not to be given to anyone other than staff members or volunteers who need that information in the performance of their duties for Plymouth State University and the Plymouth State University Alumni Association.

4.  Staff, student workers and volunteers shall ensure that all information (whether contained on paper or in a computerized file), including research about alumni, donors and prospective donors is handled and stored securely to prevent access by unauthorized persons.

5.  Staff, student workers and volunteers shall give special protection to all giving records pertaining to anonymous donors.  Honoring donors’ preferences in terms of anonymity is critical to the success of fund raising efforts.

6.  Staff, student workers and volunteers are respectful of the fact that information about alumni, donors and prospective donors is the property of the Office of University Advancement and is not to be removed from the office or discussed outside the work environment.

7.  Staff, student workers and volunteers shall be made aware of the policies and procedures outlined in the Plymouth State University Advancement Policy and Guidelines on Releasing Alumni Information as necessary for the work they undertake.

I have read these guidelines and my signature below indicates that I understand and agree to abide by the above guidelines.

Signature: ______________________________________ Date: __________________________

Please Print your name: __________________________________________________________
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