CANADIAN UNITARIAN COUNCIL

BOARD OF TRUSTEES – CONFIDENTIALITY AGREEMENT

________________________________________________________________________
The Canadian Unitarian Council’s Board of Trustees has access to confidential and sensitive information in the course of performing Board duties. The CUC adheres to guidelines for confidential information that govern charities and other non-profit organizations, and in addition, maintains its own standards of confidentiality. The CUC expects its staff and volunteers to keep this information in the strictest confidence.

Members of the Board of Trustees are required to agree to and sign the following agreement:

As a Trustee of the CUC Board:

1. I understand that the CUC considers the following type of information to be confidential: a) any personal and identifying information regarding members and all information regarding donors to the CUC or any affiliates of the CUC; b) personal information, personal health information, employment information, and compensation information regarding staff and affiliates; c) information regarding the confidential business of the CUC, which is not publicly disclosed by the CUC.

2. I understand that this policy applies whether this information is verbal, written, electronic, or in any other format.

3. I will become familiar with and follow the CUC’s policies and procedures regarding the collection, use, disclosure, storage, and destruction of confidential information. 

4. I will collect, access, and use confidential information only as necessary and required to perform my duties.

5. I will divulge, copy, transmit, or release confidential information only as necessary to perform my duties.

6. I will discuss confidential information only with those who require this information to perform their duties, and make every effort to discuss confidential information out of range of others who should not have access to this information.

7. I will use extreme care when transmitting confidential information. When sending confidential information electronically, I will address this only to those who require this information. I will identify confidential information as such when sending e-mails and fax transmissions.

8. I will utilize passwords for confidential information stored electronically, and will safeguard these passwords and any other user codes that access computer systems and programs.

9. I will report to the CUC’s Board President or Executive Director suspected breaches of confidentiality, or practices within the CUC that may compromise confidential information. If the Executive Director is the one suspected of the breach, staff/volunteers may contact the President of the CUC Board. If the Board President is involved, the Vice-President or other members of the Executive Committee, or the Chair of the Human Resource Governance Committee, may be contacted.

10. I understand that I may contact the Board President for details of this and other policies.

11. I understand that misuse, failure to safeguard, or the inappropriate disclosure of confidential information may be cause for disciplinary action up to and including dismissal from the Board of Trustees.

12. I commit to continue to respect and maintain the stipulations of the Confidentiality Agreement even after my term on the Board of Trustees ends.

________________________________________________________________

This statement confirms that I have read, understand and agree to uphold the conditions in this Confidentiality Agreement. 
Signature: __________________________     Date: ______________________

Name:
_____________________________    Position: ____________________

Witness: ___________________________     Date: ______________________

Name:
_____________________________    Position: ____________________
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