Social Security Privacy

Consistent with the Company’s policies on safeguarding non-public customer information, the Company recognizes that employees and others, including its customers, have privacy rights in their social security numbers in accordance with Michigan law.  Accordingly, only employees with an absolute need for access to social security information will be given access to this information.  Moreover, the Company treats social security numbers as confidential information.  This means that the information must be kept secure in locked files and employees must have special clearance and special access codes to access the information on computers.  

In those cases where authorized employees have accessed the information on their computer, under no circumstances should the information be visible to the public on the computer screen.  The best way to secure the information on a computer is to limit your access to occasions when you are in a closed office or in a private area and your computer screen is not visible to those who might be passing by.  The Company requires that employees shred any documents containing social security information. 

Employees who access the information without proper authorization, who disclose the information or improperly dispose of documents containing social security information shall be in violation of this policy.  Violations of the policy will result in discipline, up to and including discharge. 
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