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POLICY AND PROCEDURE
CONFIDENTIALITY POLICY
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1. Statement of policy
The aim of this policy is to communicate the commitment of the Trustees and Management and Staff to ensure Beyond the Wall service users know that information about them is handled appropriately and that their confidences are kept.
Everyone within the scope of the policy will respect information given by service users in confidence, and handle information about service users in their best interests and in compliance with Data Protection Act and other relative legislation and regulations

2. Scope of Policy
This Confidentiality Policy applies to the following:

· Employees

· Contract workers

· Trainee workers and students on work placements

· Volunteer workers

3. Commitments

We are committed to:

· Ensuring that service users individual records are accurate, secure and confidential
· Ensuring that information given to Beyond the Wall about or by a service user will not be shared with others (including family) without the persons permission, unless the person or someone else is at risk (see below)

· Ensuring that staff and volunteers understand when information given to them in confidence must be shared with the manager or others (for example, if the service user has been subject to or at risk of abuse), and will explain why to the service user.
This policy is fully supported by the Trustees and has been agreed with the project manager.
4. Implementation
The Chairman of the Trustees has specific responsibility for the effective implementation of this policy. Each Trustee, manager and staff member also has responsibilities and we expect all our employees to abide by the policy and help create the environment which is its objective.

In order to implement this policy we shall:
· Communicate the policy to employees, job applicants and relevant others (such as contract workers and student placements)

· Incorporate specific and appropriate duties in respect of implementing the policy into job descriptions and work objectives of all staff

· Provide training and guidance as appropriate, including training on induction and management courses

· Ensure that those who are involved in supporting service users are fully aware of confidentiality procedures
· Incorporate Confidentiality information into general communications practices (e.g. newsletters)

· Obtain commitments from other persons or organisations  such as subcontractors or agencies that they too will comply with the policy in their dealings with our organisation  and our workforce
· Ensure that the adequate resources are made available to fulfil the objectives of the policy

5. Monitoring and review

We will establish appropriate information and monitoring systems to assist the effective implementation of our Confidentiality policy.

The effectiveness or our Confidentiality policy will be reviewed regularly (at least annually) and action taken as necessary. 
Date: …………………………………

Signature: ……………………………..…..    Chairperson (bTW)

Signature: ………………………………….    Manager (bTW)

See additional relative policies and procedures:
· Safe guarding service users policy
· Complaints policy
· Operational Procedures policy
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