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                                         CHILD AND FAMILY DEVELOPMENT PROGRAMS
Program Policy: Client Confidentiality

Basic to the maintenance of professional ethics and community respect, is the principle of confidentiality.  All programs of Community Action Team, Inc. have a four-fold set of ethical responsibilities by which they are bound to the client, the program, the community and themselves.  Program clients act in good faith, expecting circumstances and personal matters to remain confidential and we are obligated by law and ethics to reciprocate.

The following is presented to provide some guidelines concerning the matter of confidentiality:

1.
Information and details about client situations may be discussed for program purposes.  That is, 
cases may be discussed in staff and supervisory meetings in order that service may be more 
appropriately managed.  

2.  
Discussing the details of a client outside of the program, even though names and addresses are not 
revealed, is a breach of confidentiality.  That is, one might possibly describe in detail, facts about the 
client and never mention who the person is or allude in any way to a name or descriptive data, yet 
within the description reveal enough for the listener to identify the client.
3.
Generally, schools must have written permission from the parent or eligible students in order to release any information from a student’s education record.  However FERPA allows schools to disclose records, without consent, to the following parties or under the following conditions (34 CFR99.31):
· School officials with legitimate educational interest;

· Other schools to which a student is transferring;

· Specified officials for audit or evaluation purposes;

· Organizations conducting certain studies for or on behalf of the school;

· To comply with a judicial order or lawfully issued subpoena;

· Appropriate officials in cases of health and safety emergencies and;

· State and local authorities, within a juvenile justice system, pursuant to specific State law.
Healthy Start is not covered by FERPA and staff must get a release of information signed before 
directory information or records can be sent or shared with school officials.

4.  
Schools may disclose, without consent, “directory” information such as a student’s name, address, 
telephone number, date and place of birth, honors and awards, and dates of attendance.  Parents
have a reasonable amount of time to request that the school not disclose directory information about 
them.  
5.
No identifying information about clients (names, addresses, etc.) should be shared except within 
the program. The file records that are kept on clients should be only used for program purposes.  Agencies other than schools requesting records or directory information of clients, should first obtain written releases of information from the client.  In no case should the records be automatically sent to another person or agency without first receiving a release of information from the client or legal guardian and the program manager.
6.
The fact that a client situation has been made public by other means (including the news media) does 
not alter the fact that this person still has confidentiality privileges within the program.

The following oath will be signed by each staff member and kept on record in the program files.

I understand and agree to the above policy and am aware that any breach of confidentiality is grounds for immediate dismissal.

Affirmed this                                         day of                             20        

Staff Signature:                                                                                          
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