

CONFINDENTIALITY OF CLIENT INFORMATION

In order to assure the confidentiality and privacy of all Client information, all information, written and verbal, regarding client care or services is to be treated as confidential information. All such information is to be discussed only with those individuals participating in the client's care and only as necessary to meet an identified need.


All agency employees and contracted staff must at all times be aware of their responsibilities in maintaining client confidentiality. Agency will not release any information, written or otherwise, without a properly executed Release of Information form.

Confidentiality of Client Information

1. Staff is ultimately responsible for ensuring the privacy and respect due each client in each unique situation.

2. 	The information in the client case record and billing records is inaccessible to all except authorized staff of agency and any contracted organizations or individuals.

3. 	Records or copies ,of the record will be made available for review by licensing, regulatory and/or accrediting bodies authorized by agency administrator as· well as for Quality Assurance reviews

All information, written and verbal, regarding client care or services is to be treated as confidential information in accordance with local, state, and federal guidelines. Agency will adhere to all HIPAA requirements regarding confidentiality of client information. It must be understood, however, that all such information is to be discussed only with those individuals participating in the client's care and only as necessary to meet an identified need. All agency employees and contracted staff must at all times be aware of the responsibilities in maintaining client confidentiality. Agency will not release any information, written or otherwise, without a properly executed release of information form.


Confidentiality can and will be broken, by law, if an individual discloses information that expresses intent to harm themselves or others or discloses information regarding abuse or neglect towards themselves or others.

Authorized staff in the process of providing care are allowed to utilize copies of documents. Staff carry Redbooks with confidential information they are to be treated the same as confidential originals. Copies must be properly disposed of when the staff is no longer with the consumer or if new revisions or updates are completed. Staff can bring old plans, forms, grids etc., to office for shredding. Staff must adhere to all confidentiality and disposal rules and laws.


Limits of Confidentiality

Though staff members are charged with maintaining the confidentiality and security of protected information, there are limits to confidentiality requirements. Staff members are able to break confidence without client permission, only to the extent required, under the following circumstances:

Confidentiality can and will be broken, by law, if an individual discloses information that expresses intent to harm themselves or others or discloses information regarding abuse or neglect towards themselves or others

1. When there is a clear duty to warn
2. When subpoenaed or under court order
3. When under review by state or federal licensing, regulatory, review and or/accrediting bodies.

If staff members have questions or concerns regarding the limits of confidentiality, they should consult the Executive Director as soon as possible for guidance.

Client Records

Agency staff must ensure the safety and security of all Client Records.

The client records are protected as follows:
All records are stored in the records room and no admittance without the correct code or key.
All records are held in strict confidence.


Authorizations to view client records will be the right of:

Employment services
Contractual agreement of vendor payee Client request Responsible family member
Statistical intermediary researcher, and/or by operation of law.

Any and all client records may be transferred at the request of the client. Any and all client records may be disposed of under the terms and conditions as set by the operation of law.

The following is the customary subscription period:

a. 	Seven (7) years after discharge of any adult with the age of majority.
b. Seven (7) years after discharge of a majority after having reached the age of majority.

Agency will release the records or information regarding a client upon proper request and signed authorization in accordance with applicable legal, accrediting, regulatory agency requirements, and in accordance with written policy. Information that contains no personal identifying data can be released without a signed authorization by the client. All requests for client records releases must be referred to the Supervisor to coordinate. No medical information is to be released outside of the stated hours of operations, except to a physician, or other medical facility treating the client. Written authorization of the client or legal representative is required for other releases as detailed below in the section "Written Authorization", with exceptions outlined in the special considerations under the Federal Law of clients previously admitted, treated/served, or referred for services. Service recipients or their legal representatives may withdraw their authorization at any time during this process. If, in the professional judgement of

[bookmark: _GoBack]the administration of the agency, it is felt that the information contained in the record would be damaging to a client, that information (only) maybe withheld form the client except under a court order. The agency may charge a reasonable fee for providing the above.

The agency may use material from case records for teaching or research purposes, development of the governing body's understanding and knowledge of the agency's services, or similar educational purposes, providing that client names are deleted and other similar identifying information is disguised or deleted.
