EMPLOYMENT

110 Confidentiality and Non-Disclosure
Effective Date: 05/07/2018

While much of our business information is open to the public through public access laws, we still
have an interest in keeping certain information confidential. Confidential information includes
electronic data or intellectual property owned by the County.

To the extent information is confidential, as defined in this policy, or set forth by Department
procedures, policies or practices, or set forth in a confidentiality or non-disclosure agreement, it
is to remain confidential and protected from disclosure until such time as we specifically declare
such information to be no longer confidential, except as required or provided by law.

Unless we specifically direct otherwise, you shall not duplicate or otherwise copy any
confidential materials or information. You must return all confidential materials or information
in your possession immediately upon separation of employment or upon request.

Nothing in this policy is intended to restrict you from exercising legal rights under any state or
federal law nor will you be subject to discipline for engaging in legally protected activity.

We recognize some of our information is open to the public. However, we consider all
materials, information, and electronic data to be the property of Cass County. If you, or anyone
else, including former employees, want to access these records or copy these records, you must
do so through an open records request.

Cass County Employee Handbook Page 1 of 1



