Confidential Information Management
Policy

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Confidential Information Management Guidelines

Dear [Recipient's Name],

At [Agency Name], we are committed to maintaining the confidentiality of the information we

collect and manage in our capacity as a social service agency. This letter outlines our policies
regarding the management of confidential information.

1. Purpose

The purpose of this policy is to ensure that all confidential information is handled with the
highest level of security and integrity.

2. Scope

This policy applies to all employees, volunteers, and partners of [Agency Name] who handle
confidential information.

3. Definition of Confidential Information

Confidential information includes, but is not limited to, client records, personal identification
information, financial details, and any other sensitive data.

4. Confidentiality Obligations

o All personnel must sign a confidentiality agreement prior to accessing confidential
information.

« Confidential information should only be accessed on a need-to-know basis.

e All electronic data must be encrypted and password-protected.

« Physical records should be stored securely and access limited.

5. Reporting Breaches



Any suspected breaches of confidentiality must be reported immediately to [Designated Officer's
Name] at [Contact Information].

6. Training and Compliance

All employees and volunteers will receive training on confidentiality policies and procedures.
Compliance will be monitored regularly.

Thank you for your attention to this important matter. If you have any questions or require
further clarification, please do not hesitate to reach out.

Sincerely,
[Your Name]
[Your Position]
[Agency Name]

[Contact Information]



