
Employee Privacy Policy Training Session 

Dear [Employee's Name], 

We are pleased to inform you that you are required to attend a training session on our Employee 

Privacy Policy. This session is designed to ensure that all employees are aware of their 

responsibilities and the importance of protecting sensitive information. 

Training Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Duration: [Insert Duration] 

Please make it a priority to attend this important session. Your understanding of privacy 

practices is crucial for maintaining the integrity and confidentiality of our operations. 

If you have any questions regarding the training session, feel free to reach out to [Contact 

Person's Name] at [Contact Email or Phone Number]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


