FCTC Financial Aid Office ~- FWED Confidentiality

CONFIDENTIALITY ACREEMENT FOR:

Each student worker at FCTC holds a position of trust relative to maintaining the
security and confidentiality of records and/or data files and must recognize the
responsibility entrusted to them. Since conduct on or off the job may threaten the
security and confidentiality of these records in any form, each student employee is
expected to adhere to the following standards:

;  In my capacity as an employee/student worker at FCTC, | may have access to
confidential materials and private records. These records may be in hardcopy,
electronic, audio or visual formats.

;  Under federal and state law and the College’s policy, these materials and records
are protected under FERPA (the Family Educational Rights and Privacy Act). |
understand my obligation to comply with its terms.

;| shall not, directly or indirectly, communicate to any person other than my
supervisor, or an individual approved by my supervisor, any information concerning
such records.

;| amrequired to treat data in a confidential and professional manner and that any
breach of confidentiality or abuse of my position may result in reprimand, disciplinary
action, termination from my position, and/or legal proceedings.

; I may not, under any circumstances, give anyone else access to data, make
changes to data, divulge information regarding the data or use the data in any way
other than what has been clearly defined by my position.

;| will not seek personal benefit or allow others to benefit personally by knowledge of
any confidential information that has come to me by virtue of the work assignment.

; No official record or report, or copy thereof, may be removed from the office where it
is maintained except in the performance of my duties.

;| accept responsibility for maintaining confidentiality & promise to fulfill my duties in a
professional manner. My responsibilities have been explained to me and | feel | have
the qualifications and maturity to handle them.

By signing this contract, | certify that | will comply witht his agreement for
security and confiden tiality of records

Student signature Date FAS Date

Confidentiality Agreement




