Montana Tech Employee Confidentiality and Liability Agreement

Instructions:   After reading, signing and dating this form, please return it to the Montana Tech Payroll/Personnel Office, Mining Geology Room 301.   Thank you.

As a Montana Tech employee, I may have access to data and information (both hard copy and electronic) pertaining to students, faculty and staff of the institution.  Federal and State laws protect the confidentiality of much of the information.

I understand that this information is to be used ONLY in relation to the performance of the job in which I am employed.  Information shared within the college should be only to those with legitimate educational interest or need to know.   I agree not to divulge such information to anyone outside the college, unless Montana Tech has defined the information as directory information (see FERPA section in the current Montana Tech catalog for definition), and there is not a confidentiality hold on that person’s record.    As protection to the integrity of official Montana Tech policies and procedures, and as a safeguard to the privacy of personnel and student records (both personal and academic), copying a record or removing a record from the campus is not permitted.  (This includes printing an electronic record from an off campus site)

I understand that I am accountable for compliance with these Montana Tech policies and with any associated federal and state laws.  I have read and understand the confidentiality requirements listed above and recognize that my access to student and/or personnel records is based on acceptance of these terms.

If you receive multiple forms, please complete only one form.  If you completed a prior version, it is not necessary to complete another.

Print Name: 










Signature:
_______________________________________

Date:

_______________________________________

Additional information on FERPA is available via http://www.ed.gov/offices/OM/fpco/

Personnel Office Use Only:

Date Received: _____________
By: _______________
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