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Sample Confidentiality agreement:

Work Experience and Temporary Staff
Confidential Information - Compliance Procedure

IMPORTANT - PLEASE READ CAREFULLY

As a professional company working within the financial and corporate markets it is necessary and important that we protect both our clients and ourselves from unauthorised disclosure of confidential information.

It is also illegal for any person to use price sensitive information for financial gain or for the avoidance of any financial loss. It is also unlawful to pass the information to a third party.

It is therefore important to both (Name of Company) and you to ensure confidential information is handled with care. If you have any doubt as to the status of information you should discuss it with a senior member of staff of the team you are working with or contact the company Compliance Officer – (insert name, location and phone number) who will advise you.
If you are assigned to us from an agency they are bound by our agreement with them to ensure that you have been informed of the above.
Declaration
I have read the above and understand that I have a duty to handle confidential information carefully whilst I am assigned to (Name of Company). I understand that any failure to handle confidential information with due care and/ or any improper use or disclosure of price sensitive information will be considered gross misconduct and is likely to result in my immediate dismissal.

Name…………………………………………………………………………………………

Signed:………………………………………………………………….…date:……………

Agency (if applicable):………………………………………………………………………


Please immediately pass original to the Compliance/Office/HR Manager - (insert name, location)
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