
	DATA PROTECTION AND FREEDOM OF INFORMATION – volunteers should have read these policies, and agreed to abide by them (possibly as part of the volunteer agreement) if they will have access to sensitive data

CRB –covered by either Data Protection or Confidentiality - has own rules 

POLICY SHOULD INCLUDE WHEN TO BREAK CONFIDENTIALITY IF RELEVANT

SAMPLE CONFIDENTIALITY POLICY
What is Confidentiality?

A method of working which ensures that those who disclose information about themselves or others to organisations can do so in the knowledge that this information will not be passed on in any form without their explicit consent except in certain circumstances, and where The Organisation is required to do so, this applies to information about staff, volunteers and users. When information is passed individuals will, as far as possible, be advised. 

Confidentiality, however, should not put individuals (workers, trustees, volunteers, users) at risk at any time and it is not about having 'secrets'.

Reasons for a Confidentiality Policy
The reasons for introducing a confidentiality policy are many and varied but relate to the philosophy and principles that guide the work of The Organisation.  This policy should be seen as an integral part of ensuring that the organisation provides a safe environment where individuals and organisations are treated with respect and dignity.  The main reasons for producing a policy are:

· to provide practical guidelines which will add credibility to the organisation and instil confidence in it;

· to protect the organisation, staff, trustees, users and volunteers;

· to comply with possible contractual requirements;

· to comply with the Data Protection Act 1998 regarding any personal data that is kept in a filing system and is easily retrievable.

Purpose

The purpose of this policy is to detail the basic standards that staff, volunteers and trustees should adhere and which can be incorporated as part of normal working practices.  In addition to this general policy each service area within the organisation should produce procedural guidelines specifically for its own use. 



	


	Policy

Confidentiality and access are an assumed and reasonable right in the context of The Organisation If confidentiality or access cannot be assured, the individual or organisation should be made aware of this from the outset.

Users/volunteers will be made aware of the confidentiality policy and of their right to complain if information is divulged without their permission.

Ensuring the Policy Works

· Each service area will produce specific procedural guidelines to meet the requirements of their service (this includes administrative functions within the organisation).

· All staff, volunteers and trustees will have access to a copy of the policy and where appropriate specific procedural guidelines for services.

· When conducting interviews, supervision, meetings etc, the boundaries relating to confidentiality should be discussed at the beginning.

· Training will be developed to ensure an understanding of the requirements and implications of the policy.

· Details will be contained in user information. Leaflets and posters will be produced about the policy - these will be prominently displayed.

· Users will be encouraged to take a leaflet to ensure that they understand the policy




	To be signed by staff and volunteers who have access to personal info

SAMPLE  CONFIDENTIALITY  POLICY  AGREEMENT

Confidentiality is a method of working which ensures that those who disclose information about themselves or others to organisations can do so in the knowledge that this information will not be passed on in any form without their explicit consent, except in certain circumstances where The Organisation is required to do so by law.  When information is passed on, individuals will (as far as possible) be advised beforehand.

Confidentiality, however, should not put individuals (workers, trustees, volunteers and users) at risk at any time and is not about having ‘secrets’.

The reasons for this policy are many and varied but relate to the philosophy and principles that guide the work of The Organisation. This policy should be seen as an integral part of ensuring everyone is treated with respect and dignity.

The main reasons for the policy are:

· To provide practical guidelines which will add credibility to the organisation and instil confidence in it

· To protect the organisation, its staff, trustees, users and volunteers

· To comply with possible contract requirements

· To comply with the Data Protection Act 1998

I have read and accept The Organisation Confidentiality Policy and agree to abide by it.



Name
_________________________________



Signed 
_________________________________



Date

_________________________________
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