
Yampa Valley Housing Authority
Privacy and Confidentiality of Information Policy
In order to effectively and appropriately manage client information, a Privacy and Confidentiality of Information Policy must be implemented.  This policy addresses both the internal and external management of client information. 
Information Covered
Regularly, the Yampa Valley Housing Authority (YVHA) collects and reviews personal financial information to determine household eligibility and interest in affordable housing.   In order to provide service to housing clients, financial information is required for staff review and analysis.  This confidentiality policy addresses YVHA’s treatment of personally identifiable information that it collects when:
· Considering client eligibility and qualification of YVHA services and programs, such as deed restriction requirements and eligibility for grants and loans;

· Requesting financial and household information in YVHA’s housing data base;

· Informing public and private sector housing “partners” of the demand, type and market conditions of housing necessary to respond to community needs.

Information Collection and Use
YVHA will periodically collect household information that contains personally identifiable information when clients request services and/or benefits from YVHA.  A client must indicate their name, address, email address, phone number, occupation, number in household, and income verification and other additional information may be collected. Once information is provided, clients are not considered anonymous to the YVHA.

At the completion of the internal analysis of this information, YVHA will inform related parties of the client’s eligibility and qualifications for the housing service or program without revealing specific financial or personal information.  Client qualification and eligibility may be issued in writing to specified housing providers with general statements of “pre-qualified,” and “eligible” included in such notification.   
YVHA shall retain personally identifiable information to satisfy compliance requirements of certain loan and grant programs upon the inspection of client records by granting organizations.

YVHA will implement and maintain a client data base.  The personally identifiable information maintained in the data base will remain confidential.  YVHA may use the information from the data base to assist the City, County, housing agency or a private housing entity with information that will be helpful in the delivery of housing resources without disclosing personally identifiable information on any specific client.
Information Sharing and Disclosure

YVHA will not sell or rent personally identifiable information to anyone.

YVHA will send personally identifiable information to other parties when:

· Client consent is provided to share the information;

· Information sharing is required to receive a client-requested benefit from YVHA;

· YVHA needs to send information to entities that work on the behalf of YVHA to provide a benefit to clients.  In most applications, these entities do not have any right to use the personally identifiable information YVHA provides to them beyond what is necessary to assist YVHA or the client.  In other instances, clients will be informed if this is not the case; and   

· YVHA responds as required and appropriate to subpoenas, court orders or legal actions.

Confidentiality

Client or applicant information maintained by YVHA shall be protected within a password-protected data base or within a locked and secured cabinet.  This information can only be accessed by authorized YVHA personnel as specifically designated by the YVHA Executive Director or Privacy Official.

