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Security and confidentiality of records is a matter of concern for all International Community for
‘Alien Research personnel who have access to any organizational paper files or any
intemnallextemal records. The databases are a repository of computerized information stored in
the ceniralized computer system of the organization and maintained by the owners. Individuals
working with the organizations records hold a position of trust and must recognize the
responsibilties of preserving the security and confidentialit of the information. Since  person's
conduct ether on or off the job may threaten the security and confidentiality of the files, any
employee or person with authorized access to these records is expected:

¥ Not to make or permit unauthorized use of any information in the files. Unauthorized use
includes reviewing records for personal use or at the request of friends.
P Not to seek personal benefit or permit another to benefit personally by any confidential
information which has come to himrher through their work assignment
P Not to exhibit or divulge the contents of any record, report, or any information gained from
verbal exchanges to any person except in the conduct of their regular assignment.
P Not to knowingly include or cause to be included in any record or any report with a false,
inaccurate, or misleading entry.
P Not to remove any official record or report (or copy) from the office where it is kept except in
erformance of regular duties or in cases with prior approval.
Not to operate or request others to operate any organizational data equipment for purely
ersonal business.

Not to update or alter his/her own organizational records, even f doing so would fall in the
range of tasks routinely performed s part of his/her work assignment.
¥ Not to aid, abet, or act in conspiracy with any other person to violate any part of this cade.
P Not to release any photographs, videos, or any tangible evidence that may be picked up at the
investigation
Do not release any information given to or obtained by any member of .C.A R. dealing with
cases or database information to the press without the explicit written permission of the
supervisor and appropriate organizational authority.

To immediately report any violation of this code to the supervisor.

Violation of this code wil be referred to the supervisor and appropriate organizational authority.
Violation of this code may lead to suspension, dismissal, or other corrective action consistent with
the general personnel policies of the organization.

| have read this code and agree to comply with its stipulations.

Print Name

Signature:

Date: Witness:





