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	Policy:
	

	
	It will be the policy of ACH to ensure that all information pertaining to clients, patients, employees, our partners, and our company remain well protected. 
Some examples of protected information include:
· Employee health records
· Data of customers/partners
· Any information about clients 
Employee responsibility:
· Always lock and secure all confidential information
· Shred all confidential documents
· Only view secure information on the public devices
· Always keep confidential information inside the premises
Employees should avoid:
· Use any confidential information for personal use
· Disclose confidential information to anyone
· Replicate any confidential documents
Employer responsibility:
· Store and lock paper documents for both patients and employees
· Always approve confidential patient or employee information prior to releasing
Exceptions:
· If a regulatory body requests information as part of an audit or investigation
Disciplinary consequences:
· All employees who do not respect the confidentiality policy will face disciplinary action. We will investigate any breach of confidentiality. Any breach of policy may lead to disciplinary action up to and including termination. 
Employment Verification:
· The company will always verify with the employee prior to verifying employment with credit companies, mortgage companies and other inquiries. At times, the company may be required to report employment verification by subpoena. The company will always ensure the employee has provided permission to release employment verification.
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