EXAMPLE
CONFIDENTIALITY POLICY
All sexual assault services provided by this program are confidential to the fullest extent permitted by law.  This program recognizes that providing advocacy and counseling services to those dealing with the trauma of a sexual assault may include the sharing of very personal and private information.  All communications between program staff and volunteers and sexual assault survivors are confidential, including the fact that a survivor has sought and/or received services from the program.  This program is committed to honoring the choices of survivors and to provide services in a manner that facilitates client empowerment. The program will take all necessary steps to preserve the privacy rights of both primary and secondary survivors who seek and receive services from the program.
A sexual assault survivor has the right to decide if and when confidential communications can be disclosed.  Client records and information are kept confidential by the Program – see the Record-Keeping Policy regarding use and access to confidential client information.  The survivor should only waive their confidentiality upon informed consent.  Informed consent requires a sexual assault advocate to provide thorough and accurate information about the advantages and disadvantages of disclosing confidential communications.
Exceptions to confidentiality occur when: we have reason to suspect a child or vulnerable adult is abused or neglected (RCW 26.44.030); there is a clear, imminent threat of serious physical injury or death to self or others; there is a court-ordered release of the information. 
The CSAP documents any mandated reports.  All staff, volunteers, student interns and Board members shall receive training on and comply with this policy and shall sign a confidentiality agreement.  If a funder/auditor requests access to a client’s file to verify services provided by the agency, all identifying information will be redacted and the funder shall sign a confidentiality agreement.
Further, the program will develop and ensure adherence to procedures that effectively implement this policy by all program staff, volunteers, student interns and Board members.  This example is not intended as legal advice nor does it provide legal advice.  This sample policy may not address requirements of your specific jurisdiction or agency – consult with an attorney if you need specific legal advice.
Once an agency has a written confidentiality policy, it must ensure that everyone who comes into contact with a client is aware of it and agrees to follow it.   This will mean that as a standard practice, all staff, volunteers and interns sign a written confidentiality agreement.  Further, if a funder/auditor requests access to client records for accreditation, contract compliance or other oversight, the agency must have policies to ensure that client confidentiality is maintained.  
Confidentiality agreements are supporting documents for the procedures necessary to conform to Standard CIC1.  A sample agreement is below but it should state, at a minimum:
· The agency’s confidentiality policy
· Exceptions to that policy
· The consequences to an individual if they violate the policy
A sample confidentiality agreement for funders/auditors is also included.
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