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Confidentiality Policy 

 
At Language Reach, we are committed to maintaining the confidentiality of all client information 
and materials. This policy outlines our commitment to safeguarding client confidentiality, and 
the procedures we have in place to ensure that all client information is kept secure. 
 

1. Confidential Information 
We consider all client information and materials to be confidential, and we take appropriate 
measures to protect this information from unauthorized access or disclosure. This includes 
information about clients, their businesses, their products and services, and any other 
confidential information that may be shared with us. 
 

2. Non-Disclosure Agreements 
We require all employees, linguists, and third-party vendors to sign a non-disclosure agreement 
(NDA) before accessing any confidential client information. This agreement outlines their 
responsibilities to maintain the confidentiality of all client information and materials, and the 
consequences of breaching this agreement. 
 

3. Secure Storage and Transmission 
We store all client information and materials in a secure location, both physically and digitally. 
This includes using password-protected files and folders, secure servers, and encrypted 
communication channels. We also use secure methods for transferring client information and 
materials, such as secure file transfer protocols (SFTP). 
 

4. Need to Know Basis 
We only provide access to confidential client information and materials to those employees, 
linguists, and third-party vendors who require access to perform their job duties. We ensure 
that all individuals with access to confidential information are aware of their responsibilities to 
maintain confidentiality. 
 

5. Disposal of Confidential Information 
We have procedures in place for the secure disposal of confidential client information and 
materials. This includes shredding physical documents and securely deleting digital files and 
folders. 
 

6. Reporting Breaches 
We have procedures in place for reporting any breaches of client confidentiality. This includes 
notifying the affected client and taking appropriate steps to minimize the impact of the breach. 
 

7. Compliance 
We comply with all relevant data protection and privacy laws and regulations, including the EU 
General Data Protection Regulation (GDPR) and the UK Data Protection Act 2018. 
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