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The data collection of personal information that identifies an individual such as name, photos, contact information, address, age, gender, employment, financial history, I.D. numbers, place of birth, ethnic origin, opinions, evaluations, or comments about an individual must be consented to by the individual.

Consent may be verbal or in writing.  (Staff and clients who joined the agency after January 1, 2004 only.)

Information collected and stored must be only what is needed to conduct regular business or activities.

Clients and staff are entitled to know why the information is being collected.  They may contact the FCSS/RCHHS Executive Director to have their questions answered.

All data collected must be under secure arrangements to be protected from any unauthorized access to the information. 
Client information will be kept in a locked file cabinet in the office.

Staff transporting client information including care plans, day timers and time sheets to client’s homes must keep them in a locked vehicle. When going into a client’s home, care providers should only take the necessary documents pertaining to that client and secure the information regarding other clients out of sight in the locked vehicle.

Staff and clients have the right to see any information collected about them and make corrections to errors.

Staff and clients have the right to complain to the Information and Privacy Commissioner if they believe their rights have been violated. 
Revised/Reviewed Date:  May 30, 2019  
This policy shall be reviewed at the discretion of the board but at least annually.

