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CONFIDENTIALITY POLICY 
 

The details below form the basis of a sample basic confidentiality policy. Always seek 

professional advice before implementing such a policy. 

 

SAMPLE CONFIDENTIALITY POLICY 

 

The confidential nature of your work requires that you never disclose any information 

you may acquire about the affairs of the company or any of its suppliers/customers.  

The records and forms you work with are the property of the company and must not 

be shown or given to outsiders without official approval.  Failure to comply with 

these requirements may result in disciplinary action, up to and including dismissal. 

 

____________(Company Name) Privacy Promise is a commitment to keeping 

members and company information secure and using it only as the company would 

want you to.  Keeping sensitive information secure means that as a business we 

incorporate this Policy into our workplace. 

 

We must safeguard, according to strict standards of security and confidentiality any 

information the company shares with you. 

 

We will limit the collection and use of______________ (company/supplier/customer) 

information to the minimum. 

 

We will permit only authorised company employees, to have access to information.  

Employees who violate our Privacy Promise will be subject to corrective action. 

 

We will not reveal ____________ (company/supplier/customer) information to any 

external organisation unless we have previously informed the ___________ in 

disclosures or agreements, been authorised by the _______________ 

(company/customer/supplier), or are required by law. 

 

Whenever we hire other organisations to provide support services, we will require 

them to conform to our privacy standards and to allow us to audit them for 

compliance. We will endeavour to keep company files complete, up-to-date and 

accurate. 

 

We maintain sensitive information about ___________(company name) and our 

customers/suppliers because it helps us to serve them better.  At the same time, trust is 

the foundation of our relationship, without that no company can succeed.  And 

nowhere is trust put more to the test than with the sensitive information we maintain 

about _________(company name) and the _______(customers/suppliers).  Both 

parties have a right to expect that we treat their information with the utmost respect, 

integrity and care. 

 

____________(Company Name) Privacy Policy remains one of our highest priorities 

and one in which we must endeavour to be vigilant at all times. 

 


