Generic Confidentiality Policy Framework

1.

Purpose

The purpose of this Confidentiality Policy is to set out the framework within which all confidential information is

protected and managed within the organization. This policy applies to all employees, contractors, and third

parties who may have access to confidential information.

2.

Scope

This policy applies to all forms of confidential information, including but not limited to electronic data, printed

materials, verbal communications, intellectual property, and any other sensitive information obtained,

generated, or maintained by the organization.

3.

Definition of Confidential Information

Confidential information includes, but is not limited to:
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6.

Business operations, strategies, and plans

Financial records and data

Customer and client information

Employee details and HR records

Product designs, source code, and proprietary technology
Contracts, agreements, and legal documentation

Any information marked or reasonably understood to be confidential

. Responsibilities

. All personnel must identify and protect confidential information from unauthorized access, use, disclosure,

alteration, or destruction.

. Access to confidential information is limited to individuals who require it to perform their job

responsibilities.

. Personnel must not disclose confidential information to any third party without prior written authorization.

. Handling and Protection of Confidential Information

. Store confidential documents in secure locations.
. Use secure methods for transmitting confidential data (e.g., encrypted email or platforms).
. Dispose of confidential materials securely, following appropriate procedures.

. Report any suspected or actual breaches of confidentiality immediately to designated authorities within the

organization.

Duration of Confidentiality Obligation

The obligation to maintain confidentiality continues during and after the individual's relationship with the

organization unless otherwise specified in writing.

7.

Breach of Policy



Unauthorized disclosure or misuse of confidential information will be subject to disciplinary action, which may

include termination, legal action, and other remedies as appropriate.

8. Review and Updates

This policy shall be reviewed periodically and updated as necessary to ensure ongoing protection of

confidential information.

9. Acknowledgment

All personnel must acknowledge that they have read, understood, and agreed to comply with this confidentiality

policy framework.
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