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Confidentiality and Personally Identifiable Information 

Policy and Procedures 

The West Central Arkansas Workforce Development Board (WDB) and West Central Arkansas 
Planning and Development District (WCAPDD) are committed to ensuring client confidentiality 
and appropriate handling of sensitive infonnation. The purpose of this policy is to specify the 
requirements for the use, storage, and security of sensitive and confidential infonnation. 

References: 

5 U.S.C. Section 552a Note TEGL 39-11 

Policy: 

Under the Workforce Innovation and Oppmtunity Act (WIOA), staff obtain personal and 
confidential information from individuals as paii of eligibility dete1mination and continuation of 
services. WIOA stipulates implementation of confidentiality policies and procedures. This policy 
is required to ensure that representatives with access to participant infmmation maintain 
confidentiality of info1mation to which they are privy. 

It is the service provider's responsibility to inform all staff of the policy and ensure adherence 
and accountability of it s contents. 

Confidentiality - Respecting the privacy of our clients and protecting their confidential 
information is a basic value of WDB. Employees, contractors, consultants, volunteers and board 
members of service provider (herein "staff and representatives") may be exposed to information 
which is confidential and/or privileged and proprietary in nature. As pait of grant activities, staff 
and representatives may have access to large quantities of Personally Identifiable Information 
(PII) relating to staff and individual program participants. This infmmation could be found in 
personnel files, paiticipant data sets, performance repo1is, program evaluations, grant and 
contract files, and other sources. 

All staff and representatives are required to take aggressive measures to mitigate the risks 
associated with the collection, storage, and dissemination of sensitive data including PII. It is the 
policy of the WDB that such information must be kept confidential both during and after 
employment or volunteer service. 

"Confidential" means that an individual not permitted to disclose clients' names or talk about 
them in ways that will make their identity known. No information may be released without 
appropriate authorization. WDB expects all its agents to respect the privacy of clients and to 
maintain their personal and financial information as confidential. 

Access to any PII must be restricted to only those staff and representatives who need it in their 
official capacity to perform duties pe1taining to the scope of work in the grant or contract 
agreement. 
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