
 
 
 
 
 
 
 
 
 
 

 
POLICY STATEMENT ON ACCESS TO INFORMATION 
 
Santa Clara University is committed to the privacy of its donors, prospective donors, 
alumni and other friends.  Information about any of the above will be considered and 
handled with discretion and confidentiality so that the privacy and rights of members of 
the Santa Clara University community will be respected.   Materials from hard copy and 
electronic files are available on a need to know basis only.   
 
Members of the general public—including the media—have no access to electronic or hard-copy 
Development files.  All requests for information from the general public should be referred to 
the Office of Marketing & Communications.  Access to information in Development files will be 
available only at the discretion of the Assistant Vice President for Development or the Vice 
President for University Relations. 
 
All employees/contractors/volunteers that may come into contact with confidential donor 
information are required to sign a “Policy Statement on Access to Information” that contains the 
following declarations: 
 

- I have read the Office of Development “Policy Statement on Access to Information.” 
 

- I understand that the electronic and hard-copy files of Development are confidential. 
 

- Any donor/alumni on whom we keep a file has the right to view her/his file, whether 
that person is a donor, prospective donor, or simply a friend of the University.  With this 
in mind, discretion must be used by anyone putting information in the files. 

 
- I agree that all information obtained in Development, either implied or explicit, is not to 

be discussed with anyone except University employees and key volunteers (as outlined 
in the “Policy Statement on Access to Information”) who have a legitimate “need to 
know” for that information.  This applies to information from any source, including, but 
not limited to, computers, hard-copy files, and office conversation. 

 
- I understand that breaking this confidence will result in disciplinary action that may 

include termination of employment by the University and the loss of opportunity for 
further employment. 
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