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L APPLICATION

The provision shall herein apply to all employees of Blue Water Developmental Housing,

Inc. (BWDH).

Il POLICY

It shall be the policy of Blue Water Developmental Housing to use its best efforts to

ensure confidentiality of social security numbers. It is prohibited to unlawfully disclose
such numbers. Blue Water Developmental Housing, Inc. shall use systems, policies, and
procedures to protect personally identifiable information from loss, misuse, or alteration.

M. STANDARDS

A. No documents shall contain any more than the last four sequential digits of an
employee’s social security number unless required by law.

B. Regular access to full social security numbers is limited to:

Finance Director

Accounts Clerk

abkrowbd -~

Executive Director
Administrative Services Division Director

Human Resource Personnel

C. Those that have access to social security numbers shall not leave the information

visible to “passersby.”

D. Documents that are not otherwise protected shall be submitted to clerical, who shall
arrange for secure shredding.

E. Documents with social security numbers will be secured at the end of each working

day.

F. Intentional violation of this policy will result in disciplinary action.

Iv. REFERENCES

Social Security Numbers Privacy Act 454 of 2004.




