SAMPLE
Client Rights and Consent to Receive Services

ANYWHERE SEXUAL ASSAULT PROGRAM provides a wide range of services to anyone who has been impacted by sexual assault or abuse, recent or past.  Our services are also available for family members and friends who have been affected.
ANYWHERE SEXUAL ASSAULT PROGRAM supports the rights of those affected by sexual assault or abuse to:
1. be believed
1. receive nonjudgmental support
1. expect privacy and confidentiality
1. accept or reject any service
1. be treated with dignity and respect
ANYWHERE SEXUAL ASSAULT PROGRAM   provides services regardless of race, color, national origin, ethnicity, gender, sexual orientation, age, social/economic status, marital status, pregnancy, veteran status, disability, and does not discriminate on any other basis prohibited by federal, state, or local law.
· Confidentiality and Release of Information:  Per RCW 5.60.060, a sexual assault advocate may not disclose information you have told the advocate in confidence without your consent, unless an exception applies.  All information about you and the services you receive from ANYWHERE SEXUAL ASSAULT PROGRAM will remain confidential, with the exceptions stated on this form.  Before we can communicate information about you and the services you have received to others, you (or if you are a minor client or adult client who has a guardian appointed to make personal decisions, to receive services) must sign a Release of Information form. 
Mandatory Reporting: An exception to confidentiality occurs when we have reason to suspect a child or vulnerable adult is being abused or neglected (RCW 26.44.030), in which case we must make a report to the appropriate protective services (CPS/APS) and/or law enforcement.  ANYWHERE SEXUAL ASSAULT PROGRAM documents all mandated reports. (Vulnerable adults defined according to RCW 74.34.020). 
Other Exceptions to Confidentiality: An exception to confidentiality may occur if failure to disclose confidential information is likely to result in a clear, imminent risk of serious physical injury or death of the victim or another person. ANYWHERE SEXUAL ASSAULT PROGRAM will go over its policy with you about when threats of harm are reportable.   
Responding to Subpoenas: RCW 70.125.065, RCW 5.60.060, ANYWHERE SEXUAL ASSAULT PROGRAM’s policies and funding requirements protect your records if requested as part of discovery in a case.  In addition, we have a policy on responding to subpoenas.  If ANYWHERE SEXUAL ASSAULT PROGRAM or its staff receives a subpoena for your information or records; we will make every attempt to notify you and will take all steps available to us to protect that information.
Access to Information:  Only staff and volunteers (and their supervisors) involved directly in your case have access to information about you.  We maintain brief client records, containing only demographic information and a record of the services provided to you.  We use this information to file statistical reports with our funders, plan our programs, and evaluate our services.  In the event data needs to be verified, funding agencies may review these records.  Before being allowed to access the files, any person reviewing files will sign a confidentiality agreement.  
Reviewing Your Own File:  You have the right to review your own file.  To do so, you must make a request in writing.  You may then review your file in the presence of a staff person. If you wish to take a copy with you, you must make the request in writing to the Executive Director.  Every attempt will be made to allow you access to your file as quickly as possible.  ANYWHERE SEXUAL ASSAULT PROGRAM may need additional time to prepare your files or to make copies, but in no event will it take longer than ten working days to arrange access or copies of files.  If there are a large number of copies, a nominal fee may be charged.
Retention and Maintenance of Files: Client files, when not in use, are kept in a locked cabinet or in password-protected electronic format.  They are reasonably protected from fire, flood, theft, earthquakes, or other damage.  Adult files will be kept for a minimum of six years from last billing cycle or as required by government contracts.  Client records may be retained longer if (a) written request is received from the client or (b) the client is a minor in which case the client record will be retained until twelve years after the age of majority of the client or the last entry in the record, whichever occurs later.  Purged files, as defined above, will be shredded.
Images and Public Appearances: We will not photograph or videotape clients.  In addition, we will not compel you to participate in any public appearances.  If you choose to participate in an event, we will ask you to sign a consent form.  Photographs, audiotapes and/or video recordings of the event in which you are identifiable will not be taken or utilized without your written permission.
Complaints: You have the right to file a complaint or grievance with the Executive Director if you have any concerns or complaints, or if you believe your rights have been violated.  If the Executive Director is accused of the violation, you may file a grievance with the Board of Directors.
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