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Strategies

to Support Families & Communities





ACME Family Resource Center

Policy and Procedure

Client Confidentiality

Policy

To protect the legal rights of the client from invasion of privacy as a result of indiscriminate and unauthorized access to and disclosure of confidential information, communications between clients and staff and all information recorded in the client record or other forms are confidential and shall be safeguarded to protect the legal and civil rights of the client.

Procedure

1. All employees shall sign an Oath of Confidentiality form agreeing not to divulge any information or records concerning any client without proper authorization in accordance with the California Welfare and Institution Code, Section 5328 et.seq.

2. Confidentiality of client information shall be included in the orientation of all new employees.

3. Employees shall be informed that the unauthorized release of confidential information is subject to a civil action under the Welfare and Institution Code, Section 5330 and may result in the termination of their employment.

4. The Oath of Confidentiality form shall be maintained in the employees personnel file.

5. Staff will inform clients of limits of confidentiality, and all clients will sign confidentiality statement.
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