CONFIDENTIALITY

APPLES for Children, Inc. employees will insure confidentiality
and privacy in regard to history, records and discussion about
the people we serve and our staff members. The very fact that an
individual is served by this Agency must be kept confidential.
Disclosure of information about the people we serve and
employees can be made only under specified conditions, described
below, for reasons relating to law enforcement and the
fulfillment of our mission. The Executive Director or his or her
designee must authorize all disclosure of information to anyone
outside this Agency. These principles of confidentiality must be
maintained in all programs, departments, functions and
activities. The following information is to serve as a guide to
the Agency’s confidentiality policy:

e Information about individuals or records will not be released
to state, federal or other agencies that enable the
identification of any person by name, address, Social Security
number or other coding procedures, except as required by law.

e IT records are inspected by an outside agency, the person who
inspects the records must be specifically authorized to do so
by the Executive Director or his/her designee. The taking of
notes, copying of records or removal of records is
specifically prohibited iIn such cases.

e Staff will not discuss any individual’s record with
unauthorized individuals, whether on or off duty. All staff
members are required to sign the Agency’s Standards of Conduct
acknowledging their responsibility and commitment to the
Agency’s Confidentiality Policy.

e Employee information will not be released without a consent
form signed by the employee or verbal consent from the
employee to the Executive Director.

Any confidential information from the Organization’s office will not
be removed without specific authorization to do so. When a staff
member leaves employment at APPLES for Children, Inc., all
confidential and sensitive information is returned directly to his or
her supervisor.
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