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CONFIDENTIALITY AND TECHNOLOGY AGREEMENT
As an employee/intern of the Cobb County Community Services Board and the Douglas County Community Services Board, hereafter referred to as (CSBs), I understand that I may see or hear information on consumers, families, employees, former employees and CSB business in written, verbal, photographic, and electronic form that must be held in strict confidence.   

I will protect the privacy and confidentiality of all consumers.

I will protect the anonymity of all people who are, have been, or will be consumers of this agency. 

I will access only the information I need to do my job.

I will only discuss information about consumers, families, employees, former employees, and CSB
business with authorized personnel of the (CSBs) unless otherwise permitted by policy or state and
federal laws.  

I understand that certain types of records are considered privileged under Georgia law and cannot be
disclosed for any reason, absent of a court order or expressed consumer consent. 

I agree to strictly follow the agency’s Confidentiality Policy.

I will not divulge confidential information even if I am no longer an employee of the CSBs. 

I understand that the CSBs are subject to Georgia’s Open Records Act and all E-mails are public records
unless they fall within a statutory exception and are open to public disclosure.  

I understand that E-mail, Internet and other software or hardware of the CSBs are provided by the CSBs
at their own expense and are tools for my use in business transactions or business communication.

I will not modify the personal computer that I use in any way including changing settings, relocating the
computer, loading software, or adding additional equipment without prior Information Technology staff
authorization.

I will not print, download, or send any material that may be seen as insulting, disruptive, or offensive by
other persons or harmful to morale.  I will inform anyone sending these kinds of items that I am not
permitted to receive such information and not to send it again.

I will not use the computer to play games, and I will not download or load from other media sources
gaming software.
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I understand that a regular Internet E-mail account is not secure and, therefore, I will not use a
consumer’s full name when sending E-mail.  I understand that I may use the consumer’s initials and CID# in a regular Internet E-mail account.

I understand that I can send a system E-mail using the consumer’s name, as the system E-Mail is secure.

I will not use E-mail or Internet to solicit business for a non-work related venture or for my personal
cause.  I will check with my supervisor if I have questions about circulating certain information.

I understand that E-mail messages can be traced to the sender even after they have been deleted and that 
the CSBs may be required to produce E-mail messages if litigation develops.

I understand that I have no right to privacy with respect to the organizations’ software, E-mail, or
Internet access and that the CSBs will regularly review and audit access on all systems on request and 
make available to my supervisor and Human Resources the content of E-mail messages.  

I agree not to allow anyone else to use my unique login ID and access code to view, print, download, or
 modify any information owned by the CSBs.  I agree not to use anyone else’s password to access the CSBs’ system.

I agree to dispose of all printed information in accordance with department policies and only if it is part of my job to do so, i.e. shredding confidential information that is not a part of the permanent  consumer record.
I agree not to allow viewing of on-screen data by unauthorized personnel and to position the screen as to 

discourage this practice.

I understand that failure to comply with this agreement may result in termination of my employment/Internship with the Cobb County Community Services Board and the Douglas County Community Services Board and/or civil or criminal legal penalties.  My signature indicates I have read, understand, and will comply with the CSB’s Confidentiality and Technology Agreement.  

_________________________________________

____________________________

Employee/Volunteer/Intern/Signature





Date

_________________________________________

Print Full Name

_________________________________________

____________________________

Witness Signature






Date

