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Policy
Family First Homecare is committed to maintaining the confidentiality and security of client information. Access to client records is restricted to authorized personnel who require the information to perform their job duties. This policy outlines the procedures and standards for accessing, using, and protecting client information in compliance with privacy laws and organizational regulations.

Procedure
1. Purpose of Policy
· Protect Privacy: 
· Safeguard client information from unauthorized access, use, or disclosure.
· Support Care: 
· Ensure authorized personnel have timely access to client information needed to provide high-quality care.
· Regulatory Compliance: 
· Comply with applicable laws and regulations, including the Health Insurance Portability and Accountability Act (HIPAA).

2. Authorized Access
A. Who May Access Client Information
· Employees whose job responsibilities require access, including: 
· Caregivers and clinical staff providing direct care.
· Supervisors overseeing care delivery.
· Administrative staff responsible for billing, scheduling, or compliance.
· External parties with client consent, such as: 
· Referring physicians or healthcare providers.
· Legal representatives or family members authorized by the client.
B. Levels of Access
· Access is granted on a need-to-know basis, with permissions limited to the information required for specific roles or tasks.

3. Access Protocols
A. Requesting Access
· Employees must submit a request for access to client information through their supervisor or the designated records administrator.
· Requests must specify the purpose and scope of access.
B. Authentication
· Access to electronic client records requires secure login credentials, including unique user IDs and passwords.
· Physical records are accessible only in designated secure areas.


4. Confidentiality Standards
A. Use of Information
· Client information must only be used for purposes related to care delivery, billing, or organizational operations as permitted by law.
· Unauthorized use or sharing of client information is strictly prohibited.
B. Third-Party Access
· Client information may only be shared with third parties with: 
· Written consent from the client or their legal representative.
· A legal requirement, such as a court order.
C. Non-Disclosure Agreements
· Employees and contractors with access to client information must sign a confidentiality agreement.

5. Security Measures
A. Physical Security
· Store physical records in locked filing cabinets or secure storage areas.
· Limit access to areas where client records are kept.
B. Electronic Security
· Implement encryption and secure login protocols for electronic records.
· Conduct regular system audits to monitor and log access to client records.
C. Training
· Employees must complete privacy and confidentiality training during onboarding and annual refreshers.

6. Breach of Access
A. Reporting Unauthorized Access
· Any suspected or confirmed breach of client information must be reported immediately to the supervisor or Privacy Officer.
B. Investigation and Response
· Conduct a thorough investigation of the breach.
· Notify affected clients and regulatory authorities, as required by law.
C. Disciplinary Action
· Employees found to have accessed or disclosed client information without authorization will face disciplinary action, up to and including termination.

7. Record Retention and Disposal
· Client records will be retained and disposed of in compliance with Supreme Home Care’s record retention policies and applicable laws.

8. Policy Review
· This policy will be reviewed annually and updated to reflect changes in laws, regulations, or organizational practices.
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