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United Community Action Network
Confidentiality Agreement 
It is UCAN’s policy to respect the privacy of staff, volunteers and program participants.

Many participants share very personal information about their family with UCAN staff.  This information makes it possible for UCAN staff to do a better job of guiding them to helpful resources and makes UCAN more effective in delivery of services.  UCAN appreciates the trust participants have in its staff and volunteers.

These are some of the ways that UCAN staff protect participants’ privacy:

· Staff do not share information about one participant with another participant.

· Staff may not give out the addresses, phone numbers or personal information about participants without their prior consent.

· Participants’ files are kept in a safe place, where only appropriate staff members (as determined by the responsible supervisor) may have access to them.  Of course participants have the right to see their own files.

· When at all possible, UCAN prefers to include participants directly in discussions with other agencies when such communications are necessary to facilitate the most effective delivery of services.  In any case, no information is shared with other agencies or people without prior written approval of the participant on the appropriate release of information form.

Exceptions to this are:

1) In the case where a staff member has reason to suspect child or elder abuse or neglect, by law, it must be reported to a law enforcement agency or to Services to Children and Families (SCF).

2) In a case where a staff member has concrete information that a serious crime (such as a threat to cause bodily harm to oneself or another) is planned by a participant, appropriate law enforcement officials will be notified.

3) If a subpoena is received, staff must respond.

4) Educational information may be released only as required by state regulations.

The confidentiality of staff members and volunteers is respected in the following ways:

· UCAN does not release addresses, phone numbers, or personal information about staff without their prior consent, except to their immediate supervisor.

· Personnel files are kept in safe place.  Only the employee, the Human Resource Manager, and the employee’s supervisors have access to an employee’s personnel files.

· When an employee leaves UCAN, he or she will be asked to complete an Authorization for Release of Information to guide UCAN in providing information to prospective employers.

Expectations of staff and volunteers are as follows:

· UCAN staff are expected to respect confidential information about UCAN.  Staff do not share internal program problems or staff problems and situations with the community (participants, friends, agencies, etc.) except where protected by law.

· Volunteers are expected to abide by the same confidentiality rules as the staff.

· Failure to adhere to any part of this confidentiality agreement can result in disciplinary action as per personnel policy procedures.

I have read and I understand this confidentiality agreement.  I agree to meet all the guidelines contained in this agreement.

Name__________________________________   date _______________________

3-00

       Page 2
UCAN Confidentiality Agreement
Adopted by UCAN Board of Directors _________________
Adopted by Policy Council February 14, 2006

