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PRIVACY OF SOCIAL SECURITY NUMBERS 
 
In the course of conducting school business, the Manchester Public Schools may obtain and use 
Social Security numbers. We will take the following steps to protect the confidentiality of the 
Social Security numbers we collect.    
 

1.  Access to Social Security numbers will be limited to appropriate persons who need to have 
access to the documents containing such information.  
 
2.  All persons who are given access to documents containing Social Security numbers shall 
be informed of this policy and the need to maintain the security and confidentiality of social 
security numbers. 
 
3. Use or disclosure of the Social Security numbers for any purpose other than the purpose for 
which the Social Security number was provided to the school is prohibited except as 
otherwise required by law.  
 
4. Persons with access to documents containing Social Security numbers shall ensure that 
paper or electronic copies of any documents containing Social Security numbers shall not be 
sent to third parties without the written consent of the person providing the Social Security 
number for disclosure of the Social Security number to that third party or unless the Social 
Security number is blacked out or otherwise removed or unless disclosure of the document 
with the Social Security number is required by court order or otherwise required by law. 
 
5. School staff shall be required to review this policy on an annual basis.  
 
6. The school shall review its applications and forms to remove requests for Social Security 
numbers except when collection of that data at that time is essential for the school to 
accomplish a required or requested school function.  
 
7. The school shall obtain the agreement of any outside service providers who have 
authorized access to Social Security numbers to protect the confidentiality of the Social 
Security numbers. 
 
8. This policy shall be published annually to the school community and shall be attached to 
any documents that request a Social Security number.  
 
9. The Superintendent of Schools may adopt administrative regulations providing for the 
implementation of this policy and training of employees with regard to the secure handling of 
Social Security numbers.  
 
Reference: Substitute House Bill no. 5658 
                  Public Act No. 08-167 
                  Approved June 10, 2008 

 
Adopted:  June 22, 2009 
 



 

 


