Confidentiality Considerations When Approaching an Employee

When approaching an employee about sensitive issues, HR must protect confidentiality while balancing
organizational and legal obligations. These considerations help build trust and maintain compliance.

Before the Conversation

o Limit Knowledge Sharing: Only involve individuals who truly need to know (e.g., direct supervisor,
HR partner).

« Choose a Private Setting: Avoid discussing issues in open spaces or areas where others could
overhear.

« Review Policies: Align with company confidentiality, HIPAA (if applicable), FMLA, and ADA
requirements.

During the Conversation

o Set Expectations Upfront: Assure the employee that the discussion will be kept confidential within
the necessary business context.

o Respect Privacy Boundaries: Avoid asking for unnecessary personal or medical details; focus on
job-related impacts.

o Be Transparent About Limits: Explain situations where confidentiality cannot be absolute (e.qg.,
safety concerns, legal obligations).

After the Conversation

« Secure Documentation: Store records in restricted-access HR files, not personnel files accessible
to managers.

« Control Follow-Up Sharing: Communicate only what is necessary to supervisors or leadership (e.g.,
performance expectations, not personal disclosures).

« Respect Ongoing Privacy: Avoid casual conversations or gossip about the employee’s situation.

m A good HR practice is to balance support and trust with legal and organizational obligations, ensuring
employees feel respected while the organization remains compliant.

BRIDGING THE GAPS
Supporting Clients Together: Tools for Professionals





