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Please do the following without exception: 


1.
Do not discuss a member’s finances outside the Credit Union building.


2.
Do not discuss a member’s finances so others may hear.

3.
Do not mention a member’s name inside or outside of the building so other members or other people may hear.

4.
Do not give out information concerning a member’s account without proper authority. (refer to the “Right to Financial Privacy Act”).

5.
Do not give your passwords to anyone else.

6. Do not let other employees observe your passwords as you enter them into the system.

7. Do not watch as other employees enter their passwords.
8. Do not give anyone the code for employee-only access.


9.
Do not leave members’ personal documentation in open view for others to see.


10.  
If you must leave your office while assisting a member, you must “lock” your computer.


11.
All computers are set to automatically time out, so they are password-protected at 15

 

minutes.

I fully understand that I must adhere to the above security measures. I also understand that if I fail to do so, I will be subject to termination and possible prosecution.

___________________________________

_______________________
Employee’s Signature




Date


