Women’s Center Confidentiality Statement
Introduction
The Boise State University Women's Center empowers students to achieve their goals and promotes social change by providing educational outreach, support services, and a safe place. During the course of providing the various services that support these goals to Boise State students, the staff of the Women’s Center comes into contact with personal, private information about the students who use our services as well as personal, private information about the students who use the LGBT Center. We at the Women’s Center believe that a major part of providing a safe place is respecting the privacy of the students who come to the Center. We want students who use Center facilities and services to know that their privacy is respected by the Center staff and to trust that any information they share will be protected. We are also bound by a federal law – The Family Educational Rights and Privacy Act – to protect all students’ privacy.

Agreement
Being mindful that some of the information I come in contact with during the course of my duties in the Women’s Center may concern sensitive situations, I agree to the following:
· I will handle sensitive information with care and will refrain from discussing it with others outside of the Women’s Center. 
· I will not write names of students on the phone message pad or in the subject line of an e-mail or appointment where it can be viewed by someone other than the person for whom it is intended. 
· I will not confirm whether or not a student has used our services with anyone. 
· I will not give out student information to others.
· If uncertain about how to proceed, I will refer the individual to my supervisor. 
· I will keep all names and personal information confidential. 
· I will let individuals know that what they share with me will only be communicated to my direct supervisor.
· I will make sure any confidential files or other documents are stored in a secure location.
· I will make sure confidential files or documents containing names and contact information are not left open or displayed on the office computer where it can be viewed by others.
· I will not gossip about others. 

[bookmark: _GoBack]I have read the above statement, understand the importance of confidentiality when working with information I come in contact with during the course of my duties, and agree to act accordingly. I understand that any violations of confidentiality will result in my immediate dismissal.
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