Sample Form #2

Confidentiality Policy for School Employees

School Employees are required to preserve the confidentiality of any and all records
containing personally identifiable information. Student (and Staff) records may be confidential by
virtue of the Family Educational Rights and Privacy Act, the Individuals with Disabilities in Education
Act, state privacy laws and other laws and regulations. School Employees may not disclose
personally identifiable information about school students or employees unless they are certain that
such disclosure is permitted by law.

If in doubt about either the confidentiality of any record or the legality of disclosing
information (including to other personnel within the school), School Employees should consult with
their supervisor (who in turn may consult with the school’s counsel) before disclosing any student
or employee information.

| have received and read a copy of the above policy.
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