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All documents meeting the criteria of Policy No: 4460 (Release of Confidential
Information) are confidential documents.

Other documents which contain confidential information (i.e., an individual’s name,

address and/or phone number, CAD incidents, BOL’s, etc.) are also confidential

documents.

All confidential documents will be shredded for disposal. Employees disposing of
confidential documents will place the documents in the shredder bin. The Operations
Supervisors will ensure that the contents of the shredder bin are placed in a locked

shredder can at least once each day.

A document shredding service will empty and shred the contents of the locked shredder

can before disposal.
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