Policy for Handling Confidential Documents

The purpose of this policy is to establish guidelines for the use of the Upfront Income Verification System (UIV) and handling of confidential documents common to all applicants, residents and participants. It applies to all housing programs administered by Trumbull Metropolitan Housing Authority 

For the purpose of this policy, confidential documents include, but are not limited to all income verifications obtained through the UIV System or any document containing social security numbers such as State Wage Income Collection Agencies (SWICA), Social Security Administration (SSA), Bureau of Workers Compensation (BWC), Department of Jobs and Family Services (DJFS), Internal Revenue Service (IRS), Unemployment Compensation (U/C), financial institutions and employers 

Other confidential documents include medical information obtained from physicians or health care professionals, phone numbers, photo identifications, emergency contact information or information obtained for the purpose of determining whether or not a client qualifies as a person with a disability. 

This policy will further outline procedures to be employed by Trumbull Metropolitan Housing Authority staff during initial contact, leasing and annual reexaminations to insure that all clients are fully aware of the procedures used to collect data when determining initial and continued eligibility. 

The following staff will be the affected by this policy and are responsible for ensuring that the policy is adhered to at all times, including information shared with maintenance personnel, other support staff and other agencies. Failure to adhere to the guidelines set forth in this policy is just cause for discipline up to and including discharge.

Housing Director


Finance Director

Property Manager

Section 8 Coordinator


Security Coordinator

Accountant


Resident Selection Coordinator
FSS Coordinator

Community Liaison

All Housing Managers

All Interviewers

Section 8 Inspectors

All Clerk-Typists


Section 8 Reception Clerk

In order to protect the confidentiality of documents and information collected by the housing authority, the following procedures must be followed:

1) TMHA staff shall not have more than one (1) client folder out of its original place at any time. Files removed from their original location for the purpose of recertification, lease termination or termination of assistance shall be stored in filing cabinets clearly marked as such. (From time to time, it will be necessary for a folder to be removed from it location for the purpose of auditing. When that occurs, the Housing Manager or Interviewer will be the person responsible for transporting files from the offices to the Accountant. All files shall be transported in one bound package such as a cardboard box. Under no circumstances shall files be transported individually or sent individually.)

2) Upon completion of the procedure that caused the file to be moved from its original location, all papers and documents shall be secured in the file in the order described in the Housing Manager Guidebook and returned to their original location. 

3) At the end of the business day, there shall be no files left on desks, chairs or floors.

4) All doors and files are to be locked at the end of the working day.

5) TMHA staff shall, at all times, refrain from discussing personal information with clients or families outside the work environment. Any questions posed by clients or families are to be deferred to the following workday. If necessary, staff shall provide the client with the name of the staff best suited to handle the client’s question, instruct the client to contact them on the next business day and notify the staff person that they have spoken with that person.  

Under no circumstances will information contained in a file be released by phone or to an agency without first obtaining permission from either the Property Manager, Section 8 Coordinator or Housing Director. Under this policy, Housing Managers have the authority to release information regarding a client’s ability to comply with the terms of their lease as long as the form contains a signature from the client. Housing Managers should verify the accuracy of the signature by checking the client’s file prior to releasing the information to the agency or business requesting the rental history.

By signing this policy, I hereby certify that I have read this document, understand it’s meaning and that violation of this policy is just cause for disciplinary action up to and including termination.

_____________________________________

_____________________

Employee Signature





Date

_____________________________________

_____________________

Supervisor






Date

Cc:
Human Resources


Supervisor


Department Head

