



 [NAME OF ORGANIZATION]

Employee Agreement - Confidential Information/Privacy 

Part I - Confidentiality

I __________________________________________ [name of employee] agree with the following statements:

1. I have read and understood [name of organization]’s Privacy Policy (the Policy).

2. I understand that I may come in contact and/or have access to confidential information that is the proprietary information of [name of organization]. As part of the condition of my employment with [name of organization], I hereby undertake to keep in strict confidence any information regarding any client, employee or business of [name of organization] or any other organization that comes to my attention during my employment and after the termination of my employment with [name of organization] whether voluntary or involuntary, lawful or unlawful, in accordance with the Policy and any applicable laws, including those that require mandatory reporting.

3. I also agree to never remove any confidential material of any kind from the premises of [name of organization] unless authorized to do so as part of my duties, or with the express permission or direction to do so from [name of organization].

Part II – Privacy

I understand that during my employment, [name of organization] will collect, use and disclose my personal information for reasonable purposes related to establishing, managing, and terminating my employment relationship with [name of organization].

Without limiting the foregoing, I agree that [name of organization] may disclose my personal information, as necessary, to its benefits providers and payroll administrator(s) for the purpose of administering [name of organization]’s employee benefits and payroll. 

I further understand that it is my responsibility to be aware of [name of organization]’s privacy policies and to update and correct my personal information.  

__________________________________________________

Name of Employee
__________________________________________________

Signature of Employee
__________________________________________________

Date

[NAME OF ORGANIZATION]

EMPLOYEE DISCLOSURE OF CONFLICT OF INTEREST

Name of Employee: ________________________________________________

Last Updated: _______________________________________________________

What is a Conflict of Interest?

A conflict of interest arises where you have a personal interest that conflict or might conflict or may be perceived to conflict with the interests of [name of organization], including a conflict with your duties and responsibilities as an employee with [name of organization].  A conflict of interest could arise in relation to personal matters including but not limited to:

· Directorships

· Other employment

· Business interests

· Existing professional or personal associations with [name of organization]

· Professional associations or personal associations/relationships with other organizations or groups

· Personal associations or family relationships

Employees must disclose any obligation, commitment, relationship or interest that may conflict, or may be perceived to conflict with their duties in accordance with [name of organization]’s Conflict of Interest Policy
.  This is an ongoing duty.

Disclosure

I disclose that a direct or indirect conflict with my duties as an employee because:

[Describe the nature of the conflict(s) or perceived conflict(s) of interest here]

[NAME OF ORGANIZATION]

CODE OF ETHICAL CONDUCT
 - SAMPLE HEADINGS

1. Introduction/Preamble/Purpose of the Code of Ethical Conduct

a. Insert Intro here

2. Statement of Organizational Values and Principles

a. Insert your Organization’s values, principles, mission statement here 

b. Employees need to know the parameters that govern what is acceptable conduct and what is unacceptable conduct

3. Ethical Standards of Business Conduct 

a. Equity, Diversity, and Inclusion

b. Health and Safety

c. Harassment and Workplace Violence

d. Resolving Conflict in the Workplace 

e. Representing the Organization and Off-Duty Conduct

f. Responsibility to Report Conflict of Interest – refer to separate policy/forms

g. Respecting Workplace Confidentiality – refer to separate policy/forms

h. Ethical Financial Practices, Expense Claims and Use of Business Assets – refer to separate policy/forms

4. Compliance with this Code

a. How is the Code enforced?

5. Accountability in the Workplace

a. Who is accountable for what/whom in this Code


6. Code of Conduct for Members

a. See as an example:  https://bentomiso.zendesk.com/hc/en-us/articles/201812303-Code-of-Conduct

�	 Media Arts organizations may wish to have a Conflict of Interest policy to speak to the particular and unique ways in which this issue affects the sector.





�	 Acknowledgments:  Trinity Square Video, Liaison of Independent Filmmakers of Toronto, Images Film and Video Festival, and Bento Miso
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