[image: image1.wmf]
Volunteer
Confidentiality Statement
As a volunteer or intern at the Minnesota Literacy Council, your position may require you to develop, use, or maintain information regarding our volunteers, donors, staff, learners and programs.  This information from any source and in any form, including, but not limited to, paper record, oral communication, audio recording, and electronic display, is considered confidential. 

It is the policy of the Minnesota Literacy Council that volunteers and interns shall respect and preserve the privacy, confidentiality and security of confidential information. Violations of this statement include, but are not limited to: 

· Accessing information that is not within the scope of your duties; 

· Misusing, disclosing without proper authorization, or altering confidential information; 

· Disclosing to another person your sign-on code and/or password for accessing electronic or confidential information; 

· Using another person’s sign-on code and/or password for accessing electronic confidential information; 

· Intentional mishandling or destruction of confidential information; 

· Attempting to access confidential information without proper authorization or for purposes other than official MLC business. 

Violation of this statement may be grounds for dismissal from your volunteer position or internship. Unauthorized use or release of confidential information may also subject the violator to personal, civil, and/or criminal liability and legal penalties. 

I have read and agree to comply with the terms of this Volunteer/Intern Confidentiality Statement. 
Volunteer/Intern Signature__________________________________________________

Printed Name____________________________________________________________

Date___________________________________________________________________ 

