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Why have a Confidentiality Agreement?
Warranty

This product is provided on an “as is” basis without warranty of any kind expressed or implied including but not limited to the implied warranties or merchantability and fitness for a particular purpose. The entire risk as to the quality and performance of these products is with you.

In no event will Lime Octopus or their contracted alliances be liable to you for any damages, including any lost profits, lost savings or other incidental or consequential damages arising out of use or inability to use these programs, even if Lime Octopus or their contracted alliances have been advised of the possibility of such damages. 

You acknowledge that you have read this agreement understand it and agree to be bound by its terms and conditions. You further agree that it is the complete and exclusive statement of the agreement between us which supersedes any proposal or prior agreement, oral or written and any other communications between us.

You accept this agreement once you download and use the material, otherwise this should be returned within seven days of download.
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Why have a Confidentiality Agreement?
Behind the Scenes

‘Confidentiality’ protects personal information from unauthorised use or disclosure by placing a responsibility on the individual who obtains this information to keep it private.

Confidentiality: the act of limiting disclosure of private matters; maintaining trust that an individual has placed in one which has been entrusted with private matters; the restriction of access to personal information to authorised persons, entities and processes at authorised times and in an authorised manner.
‘Privacy’ refers to a person’s right to keep certain information private; staff guard the individual’s right to privacy by following practices that ensure the information remains confidential. 

Your business could lose thousands of dollars from a simple slip up to a disgruntled employee if you have no measures for securing or penalising your precious intellectual property - your businesses processes, databases, documentation, creations etc.... You can help prevent this loss with a simple Agreement to Confidentiality as part of your everyday employee induction or agreement to enlist another business to work with you.
Check out www.limeoctopus.com.au today!
Lime Octopus Recommends

Goldrick Farrell and Mullan Solicitors to prepare a confidentiality Agreement specific to your business for your staff and others in your workplace. Contact them at www.gfm.com.au or phone 0249)253311.
Ask them about Lime Octopus customer benefits.... or contact Lime Octopus on benefits@limeoctopus.com.au .
The Confidentiality Agreement

One mechanism businesses use to protect privacy is the employee Confidentiality Agreement. It is normal that staff directly employed by businesses sign Confidentiality Agreements at the start of their employment. The businesses Human Resources Department usually manage the system for incorporating the businesses confidentiality policy into new employee orientation by discussing confidentially issues at induction training, providing copies of the businesses confidentiality policy and obtaining a signed confidentiality agreement, which is placed in the employee file.

A Confidentiality Agreement is an important tool in sensitizing staff by increasing their understanding of the value of the information entrusted to their care. 

This guide is intended to assist businesses in reviewing the content and use of Confidentiality Agreements and suggests;

· extending the use of Confidentiality Agreements to all staff who have access to personal information*
· expanding the scope of training in privacy matters to include the requirements of new privacy legislation &

· recognising & accounting for the complexities of information privacy when using electronic communication

* Personal Information is information or opinion about a person whose identity is apparent or can reasonably be ascertained from the information or opinion

Who should sign confidentiality agreements?

· Employees

· Contracted staff

· Clients/Customers

· Auditors

· Board members

· Consultants

· External Contractors

· External service providers

· Researchers

· Students

· Volunteers

· and anyone else who has access to personal information

Staff Education

Staff need to understand what is acceptable and what is not acceptable in their daily and routine handling of personal and confidential information. Information privacy is not only about protecting from unauthorised disclosure but is also about ensuring that personal and confidential information is used only for authorised purposes. Privacy also includes other responsibilities such as being open about what information is collected and used for and how clients, staff and the relevant people can access information held about them.

Education should include;
· Concepts of privacy and confidentiality

· Impact of information technology on privacy

· Methods of protecting privacy

· Personal responsibility

· Sensitivity of health information

· Sensitivity of employee information

· What constitutes a breach and why breaches occur

Notes for Managers

Staff are supported by having clear guidance on what to do in everyday situations as well as the knowledge that they can always refer to their manager should a specific situation arise or if they feel a breach of confidentiality has occurred. Managers should identify the key activities that staff need to consider when managing personal and confidential information, and incorporate safeguards for a range of information handling activities such as collection, storage, access, transmission, disclosure, use, and disposal. 
Examples of what this can include are;

· business policies governing enquiries about the information
· media enquires

· records handling

· employee/relevant persons access to information held about them

· reporting of suspected breaches of confidentiality
· staff records

Their responsibility in limiting access to personal information

· access codes

· disposal of information

· caution when conversing in public areas

· logging off procedure

· passwords

· secure storage

· unattended records
How to appropriately use different modes of transmitting and copying of personal information

· couriers/transport systems
· email
· fax
· photocopying
· post
· telephones/mobile phones
· voice mail/answering machines
Product / Service Evaluation

Thank You for purchasing from Lime Octopus. We are dedicated to providing simple “no fuss” business resources and personalised assistance for Australian Small Businesses. We would appreciate it if you take the time to fill in the following survey and email it to us. Like it is important for you to get feedback from your customers it is invaluable that we get your feedback so we can improve our services to you the Australian business owner.

	Product Purchased
(type name of product)
	

	Services Used

(type name of service)
	

	How would you rate Lime Octopus
	Excellent
	Very Good
	Good
	Average
	Poor

	Your satisfaction on the information provided
	
	
	
	
	

	The information was relevant to my business
	
	
	
	
	

	The templates were effective
	
	
	
	
	

	The templates were easily adapted into my business
	
	
	
	
	

	The information was simple and easy to understand
	
	
	
	
	

	The information has been implemented successfully into my business
	
	
	
	
	

	
	
	
	
	
	

	What did you like most about using Lime Octopus?
	

	What did you dislike most about using Lime Octopus?
	

	What did you learn most about? 
	

	What did you find most beneficial for your work? 
	

	What suggestions or improvements do you have?
	

	What other services would you like to see Lime Octopus offer?
	

	What other products would you like to see Lime Octopus offer?
	


Thank You again for taking the time to give us some valuable feedback. 
Please email this form to:   lo@limeoctopus.com.au
Check out our Product Kits to save you money at �HYPERLINK "http://www.limeoctopus.com.au/btemplates.html"��www.limeoctopus.com.au/btemplates.html�








The Lime Octopus “Business Growth Kit” contains


Breakeven Analysis						RRP $89


Profit Potential Calculator					RRP $89


Business Ratio Analysis						RRP $89


Strategy Planning Template. 					RRP $59


Lime Octopus Business Plan 					RRP $89


Performance Management Guide				RRP $69


Staff Induction Program Template 				RRP $59


SWOT Analysis and Action Plan Template			RRP $49


						Total Value	RRP $592


				Product Kit Price ONLY		$459.00





The Lime Octopus “Business START-UP Kit” contains


Profit Potential Calculator 					RRP$89


Developing Your Image Template 				RRP$49


Identifying your Competitive Advantage & USP Template  	RRP$49


Increasing your Advertising Effectiveness Template 		RRP$49


Lime Octopus Business Plan  					RRP$89


Start a Business – A step by step guide				RRP$49


Sales & Selling Planner Template				RRP$59


						Total Value	RRP $433


				Product Kit Price ONLY		$299.00
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