Chapter 1


Safe Berks 

Importance of Confidentiality
I.
Importance of Confidentiality


As a human service agency dealing with issues of sexual and domestic violence, Safe Berks becomes involved in particularly private and personal areas of people’s lives.  We are committed to respecting the privacy and integrity of those we serve and to keeping all aspects of their relationship with us confidential to the fullest extent possible.  We consider this ethic to apply to everyone who seeks our help in any form, whether or not they are registered formally as a client.  Information will be released only with the written consent of the client or according to any exceptions.


Confidential communication is defined as all information, oral or written, transmitted between a victim and a counselor, staff member or volunteer in the course of their relationship including, but not limited to, any advice, reports, statistical data, memoranda, working papers, records or the like, given or made during that relationship.  Any and all knowledge, even the fact that the person is a client or has had contact with the program, is confidential and not to be shared with any third party, including anyone who is or may claim to be an official.  Any exception to this must be with clients and counselors, staff or volunteers shall be governed by statute and case law.


All staff, volunteers and Board of Directors are required to sign this Confidentiality Agreement; are responsible for maintaining the confidentiality of agency records; and, are accountable for adherence to the agency confidentiality policy.  

II.
Confidentiality Agreement

I agree to keep the following information confidential at all times including after I am no longer associated with Safe Berks.  I understand that a violation of this Agreement will result in automatic termination of my relationship with SAFE BERKS.  I further understand that violation of this Agreement may result in Legal Action against me.

1. All information regarding clients, including both domestic violence victims and sexual violence victims.  This includes any and all communications, observations and information made by and between or about clients (both adult and children), staff, volunteers, interns and Board of Directors.  The only exception to this is when the client has signed a release of information allowing us to discuss his/her case with the specific agency/person that she/he has indicated.

a. The release must state specifically the information to be exchanged, disseminated or gathered.  The release is good only for the specific time frame necessary to accomplish the goal of the release and in no case should the release extend beyond thirty (30) days.  Where an extension of time is necessary, a new release must be obtained using the same criteria as above.  This release is good for thirty (30) days only and/or the time identified in writing by the client.

2. The names, addresses, phone numbers, email and any other identifying information of staff members, volunteers and interns (past and present) are not to be given out without that person’s specific consent.  First Names only will be used to identify staff members to clients and other people in the community.

3. The name, addresses, phone numbers, emails, or any other identifying information about the Board Members, past and present, are not to be given out without that person’s specific consent.

4. No client information may be taken out of and/or off the SAFE BERKS premises, except for information necessary for court or other agency purposes when the client has signed a release of information and only the information that is essential for that strict purpose may be taken.

5. Any and all information gathered during a court proceeding, Rapid Response call, medical accompaniment or off-site client contact must be sent directly and immediately to SAFE BERKS premises via email, fax, telephone or other means of communication.  Any information, which remains with the staff member or volunteer, must be destroyed after dissemination to the proper agency department.  Any person who retains such information is in violation of this agreement.

I have read this Confidentiality Agreement in its entirety, including all terms and conditions set forth above.  By signing this Agreement, I agree to the terms and conditions and understand that a violation of any of the terms and/or conditions set forth above will result in automatic termination of my relationship with Safe Berks and may cause Safe Berks to purse legal actions against me.

__________________________________________

________________________

Signature







Date

__________________________________________

________________________

Witness Signature






Date
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