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All CO Managers -
 

On May 1, 2003, EVC/CFO Richard West issued a memo implementing the Chancellor's systemwide confidentiality policy (March 26/28, 2003 memos) at the Chancellor's Office.
 

A list of employees at the Chancellor's Office authorized to access confidential personal employee information, approved by EVC/CFO West, is maintained in HR Services. The list is updated by the Vice Chancellors annually and re-approved by Richard West.  We work with CITS to verify that all employees whose names appear on the list have a signed confidentiality form on file with us.
 

In between annual updates, when new employees join the Chancellor's Office who require access to confidential personal information, or when duties of existing employees change to necessitate such access, it is the hiring manager's responsibility to ensure that they sign a confidentiality form and return it to HR Services.  
 

Confidential personal information includes, but is not limited to, the following data: Social Security Number (SSN), Date of Birth (DOB), home address, home phone number, physical description, medical history, gender and ethnicity.  
 

Confidentiality forms are on the HR Services intranet website at http://intranet.calstate.edu/hrs/policies/documents/co_confidential_form.pdf.  Employees of CMS who have access to confidential data at the campuses should complete the appropriate systemwide form available in the CMS Department.
 

To help remind hiring managers of their responsibility to have new employees sign a confidentiality form, we have included a new item on the Manager's Checklist which is part of the new employee orientation.  You can view the Manager's checklist at http://www.calstate.edu/hrs/neo/orientation/checklist.pdf. 
 

Please call me if you have any questions.
 

Bruce 
 

 

Bruce J. Gibson
Senior Director
HR Services
