
   

CONFIDENTIAL NATURE OF DIOCESAN AFFAIRS 

Policy: It is the policy of the Diocese of Brownsville that the internal business affairs of the 

organization, particularly confidential information, represent Diocesan assets that each employee 

has a continuing obligation to protect. 

Information designated as confidential, as has been defined at the end of this policy, may not be 

discussed with anyone outside the organization and may be discussed within the organization 

only on a “need to know” basis. In addition, employees have a responsibility to avoid 

unnecessary disclosure of non-confidential internal information about the Diocese, its 

parishioners and its suppliers. Accordingly, the Diocese may prohibit the use of cameras, 

including camera phones, in restrooms or other designated areas in order to secure employee 

privacy and other confidential business information. However, this employee responsibility to 

safeguard Diocesan affairs is not intended to impede normal business communications and 

relationships.  

Employees authorized to have access to confidential information may be required to sign special 

nondisclosure agreements and must treat the information as proprietary Diocesan property for 

which they are personally responsible. Employees are prohibited from attempting to obtain 

confidential information for which they have not received authorization. Employees violating 

this policy will be subject to discipline, up to and including termination, and may be subject to 

legal action.  

The Moderators of the Curia are responsible for coordinating the security and control of 

Diocesan information and for approving any exceptions to this policy. Directors are responsible 

for identifying information that should be classified as confidential and should work closely with 

the Moderators of the Curia to develop procedures to secure and control that information. 

Information that is identified as confidential should be clearly designated and properly secured. 

A list of employees authorized to have access to the information should be recorded.  

All media inquiries and other inquiries of a general nature should be referred to the Public 

Relations Director. In addition, all press releases, publications, speeches, or other official 

declarations must be approved in advance by the Bishop of Brownsville. Further, questions about 

employee references or other information concerning current or former employees should be 

referred to the Human Resources Department.  

Confidential Information: 

All written and oral information and materials disclosed or provided by the Employer to the 

Employee under this policy constitute Confidential Information regardless of whether such 

information was provided before or after the date of this Agreement or how it was provided to 

the Employee.  



   

The Employee acknowledges that in any position the Employee may hold, in and as a result of 

the Employee’s employment by the Employer, the Employee will, or may, be making use of, 

acquiring or adding to information about certain matters and things which are confidential to the 

Employer and which information is the exclusive property of the Employer. 

‘Confidential Information’ means all data and information relating to the business and 

management of the Employer, including but not limited to, the following: 

a. ‘Client/Donor Information’ which includes the names of clients or donors of the 

Employer, their representatives, all client or donor contact information, contracts and 

their contents and parties, customer services, data provided by customers and the 

type, quantity and specifications of products or services purchased, leased, licensed or 

received by clients or donors of the Employer. 

b. ‘Employee Information’ which includes a variety of types of information relating to 

individual privacy of employees, such as; 

i. ‘Personal Information’ which includes information such as social security 

number, address, marital status, date of birth. 

ii. ‘Employment Information’ which includes new-hire paperwork, employment 

contracts, applications, transfer information, performance documents, 

warnings and disciplinary notices, compensation and benefits, other payroll 

information, attendance and requests and reasons for time-off.  

iii. ‘Health and Medical Information’ which includes insurance and benefit 

enrollment forms, worker’s compensation records, medical exam records, 

rehabilitation enrollment, doctor’s notes, drug tests and physical results. 

iv. ‘Investigative Information’ which includes complaints of harassment or 

discrimination, violations of rules or policies, and performance or disciplinary 

issues.  

c. ‘Business Operations’ which includes internal personnel and financial information of 

the Employer, vendor names and other vendor information (including vendor 

characteristics, services and agreements), purchasing and internal cost information, 

internal services and operational manuals, external business contacts including those 

stored on social media accounts or other similar platforms or databases operated by 

the Employer, and the manner and methods of conducting the Employer’s business; 

d. ‘Service Information’ which includes all data and information relating to the services 

provided by the Employer, including but not limited to, plans schedules, manpower, 

inspection, and training information; 

e. ‘Accounting Information’ which includes, without limitation all financial statements, 

annual reports balance sheets, asset information, liability information, revenue and 

expense reporting, cash flow reporting, accounts receivable, accounts payable, 

purchasing information, and payroll information of the employer; and 



   

f. Confidential information will also include any information that has been disclosed by 

a third party to the Employer and is protected by a non-disclosure agreement entered 

into between the third party and the Employer.  

The aforementioned types of information do not constitute an exclusive list. Other reasonable 

forms of information that may not be specifically defined by this section are intended to be 

treated as confidential information by all Employees. In the event of an employee’s actions 

contrary to this policy, Employer reserves the right to determine whether the relevant 

information may reasonably be defined as confidential and in turn, be expected to be protected as 

such.  


