PIPSTART

Confidentiality Policy

Employees of the Department, including all part-time full-time, regular or temporary, may not divulge any of the following information:

1. Any information identifying a client

2. Any information about a citizen or personal registering a complaint which would locate or identify that citizen’s name, address or phone number, as protected under the informant’s privilege doctrine.

3. Any medical or personnel information about an employee.  Job reference inquiries shall be directed to the Administration Staff.

The above listed information may be divulged to another employee only if the information is directly necessary for the employee to carry out his/her official job function.

If an employee is unsure whether a release of medical information is appropriate, that employee should refer to the Executive Staff.  If an employee is unsure whether a release of personnel or other information is exempt from the Open Records Act, that employee should consult with the Administration Team Manager.  Any release of information to all federal, state and local laws.  Improper release of information may expose employee to civil liability.

CONFIDENTIALITY STATEMENT

I have read and understand the above Confidentiality Policy for Pip Start.  I agree that in the performance of my duties as an employee of the Department, I will not divulge any confidential information.  I understand that improper release of information may lead to disciplinary action up to the including termination of employment.

Name: ______________________________________________________________

Signature: ______________________________  Date:  _______________________

