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Confidentiality and Privacy

Clents have theright 1 pesonal rvacy ad con-
Fdentaliy ofthei personland lnical ecords.
3 aegive, you may come to know veryprivate
‘and conpdential iformation about thechet. It
s yourresponsibily 0 protec th cent'sprivacy
and keep thei persnaland confdental norma
tonste.

Protecting Client Privacy
There are several ways you can protecta clent's
gt o privacy.Some examples ncude

« knodkingand waiing o beivited beore

entering et oom:

 makingsreth clent s not exposed 1o public

view during personl care;

ot akingpicture, vides, o recondings of
cients; and
 making sre th clent asprivacy during

communication e v, metigs,
lephone,and mai.

Keeping Information Confidential
lnts have theright o keep ther cinicalan
personal ecords conidenal.This includes
Informaton oot lving arrangements, medical
estment fnance and personalcare Al e

team merbers must llow conidentaity s and
profesional ethics when discusing cets.

Protecing a cent right 0 pivacyand
Confdenialty s he b of you profssion
elatonship. When youneed 1 share conidni
informaton with oercare team members, make
sureyou

«share olywhat i needed and wat s nthe

et nterest o th clent;
« do not s and

« donot have the discusion n 3 publicarea
where others may overhear.

You may not share confdentis information with
othrsoutsde of the care eam withot it
permision rom the clen. f someone autide
e care eam asks you o share confdenial
information suggest heyask he cient. I he
person keps asking you, explai hatyou amnet
Talkbout he cent prvate s

Nevertalk abouta clent cuside ofvork ven
ityou donotus her name. Even casual
Converstions canfeopardize acent’s privacy:

.

Health Insurance Portabilty and
Accountability Act (HIPA)

HIPAA s federalaw that regulates th wse and
iclosreof heath ormtin. T low protects
2 persons halth inormtion whie making it
ccesbeto ther helth cre providers.Your
emplopr il rview with you wht you ned t
know bout HIAA egulatons fo your job.

Interpreters and Translations

Clent have th gt o intepreerraniation
Senices 3t nocstand without sgifcant dlay.
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Confidentiality (HIPAA)

HIPAA
HIPAA tandsforHealt Insurance Portabilty and Accountabity Ac. I was passd i 1996 1o protect 3 patent’s heath
nformation nd enure confdentty.You wi maitai confidenaity of indvidual recod an wi notdiclose ndhicual
Information other than for reatment, paymen, and agency operatons withou the speifc nformed consen of the
ndividua, /et egal epresentatue, /e parent I minor chld, o pursuant o court order,except 3 auhorized by
2w or permitied b th ndvidial

Each sgency has developed  plan fo the systematic retenton and disposition of sl record, Inclucing the diposal of
bsolte nsctve, semt-acive, and archval records 3 required under Chapter 40.14 AW, Each aency wil reiew s own
polcy on Confdentlty and HiPAA polcy hatncudesthe se of external resources (5 telephone, emai, o, teting.etc)
and th iy toproperly excctethe polcies nd procedures surroundingconfdenta formtion.

Protected Information

‘Confdenta iformtions nformation dentifable t any person,icuding,but n limied 0: 3 IndGURI name; health;
fnance, eductin; bsinss ue or rECSg o GOVeMenta srces o ather SCAES, SAGrEses elephane mumbers;
socalsecurty nmbers; divers cense numbers; and athr dentiing numbersonformation.Indiduals ecehingservices
ave the ight o expect alfthl prsonal formation tobe ke confidental rograms should ony colct and maintain
nformationdata that s genuiney necded

personal formation, wich s pratected by confidentalty, nclude armr tha the pieces o papr i a et nclues
any vertal Information tht might b shared regarding an ndidua.Discussions and conversatons bout theindiidual
st accur only n the context ofyour support o ther and only wih ersonsfor Whom you have permision 1 hare such
{nformation o have 3 need t know n rder t pefor thei b duties..

Guardianships
Guartanp i el procesig o whh 3 coue Getemnes tat someone i unabe o manage b o e peronal or
nancl s, Upon makin i cetermitio th ourt dlgaes  ersonclle grdan 0 tend o e et f the
ncapactated parson. Two wien documens provde th necesary wrten rofof gardanei:  Guadanp Oder
200 Lte. Th Orde Indcates h 205 o the. uardn's athr and the Ltes e th tiefam of the
uardanshp. attrs r urent I thy ave  eneval e ht has ot passed o I they 3 prptul A Guartan of an
Etate s esponsble for fnancial snd ette mattrs any. A Guarcia o eron s espansble o s non foanci decsons
4 25 el mates, g sranement consent 1 Pblationplnsand comparable atiers. A Guartan ofEate
a0 Peron s resporsile for bt erson and ette. Co guarlan shre. decilon main esponsbite qualy. t an e
o ethr Prion, Estate or both. A Sandoy Guardan s o decan makig athrty unss the primay gardan
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unavailable (usually when emergency health care decisions must be made). A Limited Guardianship is when the court chooses
0l an ncapactated person ecin soecfc rights they ae capabl of exrcising on thelr own. Thse rghs must be
specicalysated i thecourt rder.

NSA Representative (Necessary Supplemental Accommodation)

Sat aw and DevelopmentalDs3bitis Admintation e requie tht wrten nsc o ll corespandence cuding
decions ffecng DDA elgity, serices anchsce of provider besent 1o theindiidual nd t et on therperson. This
person s refered . th NSA epesenaie. The N pson Fecees coie of DOA plamed acion noiesand thr
epariment orespondence o hel an ndidulunderstand th documents and eercie hle g, Th represetate s
dentfied b an ndidul o DDA when he ndhidul does no have 3 el guardan and he ndicul s requesting or
receiving DDA services. Th any represeniatives tat hve any legal espansiity f he ndidua are natura, e, o
adoptive parents wha have cstoc o th ndidul wh s under the a6 of Sghen; o court appoited gl gusclans for
ndiidot of sy ge.

Your Responsibilities
111 st tht you ok s of i formation i strict confdnce T means that you annc sare any of s
nfrmation with ayone outsid foher employeesworig with thendiual s you hve explc writenconsent 1
0 Ther r s e, S0 35 GES o St 4520, Iy b 3 EcEpLon 1. To G thtyo a1
Sy incomphance, 1 et for you el any ESUESs 0 your SpEE

his k0 aples t sharig nformaton with your Fiends o amil. Persona nformaton regarcing the peope you upport
Should never be shar. ictre akingor vdeotaping forpersonal use s 0 pobied (e cal phone, socl networking.
Pltfoms, etc) Use of cturesor vdeotaping for agency purpose equies sgned consent

Wnen dscuseing ssues regarding an nchics,plesse ensure hat you da 50 n 3 prate aea and hat you s ware of
others who may b sening, Neer dicuss ane peson'sformation i ront of nother s, even you bl thy.
arenot steing o 40 ot understand.

Malntaiing confdentalty requires you 1o keep communicatin and information Bhysicaly scure and in 3 secure area
Physicalysecure means that acces  resticted hough ysical means o authorzed indidualsony. Scured rea means.
a1 reato whichanly uthorzed representatvesof the agncy pssessingth confidential formation have acces. Secured
areas mayIncludebulings, rooms, or locked storage conainrs—such 2 3 g cbinet within 3 foom—aslong 3 acess.
o th cofidenil formaion not avalable 1o unauthoried prsonne.

11 your responsiity to know your company’s plcies for protecting and dispasing of protecting Informaton - both
{nformation thtson papr s wel s dgfalInformaton. I you re ot sure, 15 your ob 10 ind out. Lk many s, “not
Kroving" 1< neer 3 Geensfo nt acherin o the .
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90 30. These 2ve some entities, such o5 federal or stete agencies, which may be s exoeption 10 this. To enswre that you sre
ahways in complance, i best for you 10 efer any requets o your supervor.

his k0 aples t sharig nformaton with your Fiends o amil. Persona nformaton regarcing the peope you upport
Should never be shar. ictre akingor vdeotaping forpersonal use s 0 pobied (e cal phone, socl networking.
Pltfoms, etc) Use of cturesor vdeotaping for agency purpose equies sgned consent

Wnen dscuseing ssues regarding an nchics,plesse ensure hat you da 50 n 3 prate aea and hat you s ware of
others who may b sening, Neer dicuss ane peson'sformation i ront of nother s, even you bl thy.
arenot steing o 40 ot understand.

Malntaiing confdentalty requires you 1o keep communicatin and information Bhysicaly scure and in 3 secure area
Physicalysecure means that acces  resticted hough ysical means o authorzed indidualsony. Scured rea means.
a1 reato whichanly uthorzed representatvesof the agncy pssessingth confidential formation have acces. Secured
areas mayIncludebulings, rooms, or locked storage conainrs—such 2 3 g cbinet within 3 foom—aslong 3 acess.
o th cofidenil formaion not avalable 1o unauthoried prsonne.

11 your responsiity to know your company’s plcies for protecting and dispasing of protecting Informaton - both
{nformation thtson papr s wel s dgfalInformaton. I you re ot sure, 15 your ob 10 ind out. Lk many s, “not
Kroving" 1< neer 3 Geensfo nt acherin o the .




