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Broxtowe Women’s Project Limited

Confidentiality Policy and Procedures

Purpose:

To set out the approach of Broxtowe Women’s Project Ltd (BWP) with regard to maintaining confidentiality in respect of current and past staff members, Management Committee members and service users.

Introduction:

This document contains a policy statement (Part One) and procedural guidance

(Part Two). The functions of each are set out briefly below.

Part One – Policy Statement. The policy statement sets out the broad framework of principles within which the particular area of work will be carried out. It sets out the organisation’s broad style and approach to the issue, including any aims and guiding principles.

Part Two – Procedural Guidance. The procedural guidance sets out the details that staff may need during the course of their employment. It also sets out the specific tasks involved in undertaking this area of work and identifies who is responsible for carrying them out.

Part One – Policy Statement

1.      Aims and Principles

1.1 BWP is committed to maintaining the highest standards of confidentiality in all areas of its work in order to ensure the safety and well being of service users and staff. Breaches of confidentiality may have life threatening consequences and will therefore be the subject of disciplinary action.

1.2 In fulfilling this aim, BWP will work within the requirements of the current   legislation regarding Data Protection, Human Rights and Public Interest Disclosures.

2.      Information that will be kept confidential

        The following information will be kept confidential and will not be disclosed to anyone who does not have the right to know.

2.1    Information about the Project Base

· The address of the Project Base will not be given out or discussed with ANYONE, including family members and friends, unless in exceptional circumstances. The likely exceptions will be in the case of Social Services, the Housing Benefit authority, authorised contractors, health visitors, Charity Commission etc, where legal requirements necessitate knowledge or direct access is required. BWP will attempt to minimize the number of people who know the Project address by using the same contractors and dealing with the same person at an agency where possible.

2.2    Information about service users

2.2.1Information on service users will be shared between staff, volunteers and the Management Committee on a need to know basis. Personal details disclosed by an individual on a one to one basis will remain confidential unless the following circumstances prevail:

· there is a direct effect on the safety of the property or the individuals within it

· there is a Child Protection issue

· a woman is threatening to harm herself

2.2.2 A woman’s permission will be obtained before disclosing personal data to a third party using the BWP authorisation form. The only time this will be overridden is if:

· there is a Child Protection issue

· there is a need to protect the vital interests of the woman (i.e. it is a life or death situation)

· BWP is required by law to do so

· BWP is assisting in the prevention or detection of a crime

2.2.3 Where external agencies have ongoing relationships with residents, all parties concerned will agree boundaries of confidentiality.

2.2.4 Under no circumstances will information about service-users be discussed in a non-professional environment outside of the working environment. This includes general conversation with work colleagues, friends and family.

2.3     Information about children and young people

2.3.1 Any conversation between young people and staff members or volunteers should be held in confidence. However, there may be the need to share information, or look for support from other members of the team, or to refer to other agencies. The child/young person will be made aware of this.

2.3.2 In the event of any disclosure of child abuse occurring, the Child Protection and Protection from Abuse policies and procedures must be followed.

2.4     Information about ex-service users

Confidentiality is just as important for ex-service users.  The policy and procedure applies equally to women and children in this situation.

2.5      Staff, volunteers and Management Committee members

Under no circumstances will personal information relating to staff members, volunteers or Management Committee members be given to any individual or organisation without the permission of that person.

2.6     Recorded information

Any recorded information on service users, ex-service users, volunteers, staff and Management Committee members will be:

· kept in locked cabinets.

· protected by the use of passwords if kept on computer.

· recorded by codes if used for statistical purposes so those individuals remain anonymous.

· kept for at least seven years and then destroyed confidentially if it is no longer needed. 

The Project Manager has access to this information and can delegate who else is able to access this information.

3.       Awareness

3.1   All staff members, volunteers and Management Committee members will be made aware of this policy and procedure to ensure that access to information are dealt with appropriately at all times.

Part Two – Procedural Guidance
4.   Disclosure of Personal Information about Service-users to Outside   Agencies

4.1  In cases where staff members feel there is a need to disclose confidential information about a service user to a third party, they must inform the person concerned why there is a need to share information, with whom, and what the likely consequences of their agreeing or not agreeing to disclosures are.  Staff must ensure that the appropriate authority form is signed.

4.2  Once consent has been obtained, it is the responsibility of the staff member passing on any information to ensure that disclosure only takes place on the terms agreed with the service user it concerns.

4.3    Information should only be given to other organisations with the service user’s permission, with the exception of the cases set out in the policy when disclosures may be made without consent.

4.4  Some organisations, for example housing associations, may require details about the service user including any criminal record, if the service user is being referred to them. The staff should tell the service user the information requirements of the organisation and the reasons why disclosure of information is necessary. They should be told the consequences of agreeing, or not, to having the information passed on.  

4.5 Where information must be disclosed due to a legal or other duty, permission will still be sought. However, if a service-user refuses to sign an authority this should be documented in their file and the disclosure will still be made.

5.     Breaches of Confidentiality

5.1 Any breaches of confidentiality will be taken seriously. This does not mean, however, that all breaches will be subject to disciplinary action. Where it is more appropriate to deal with confidentiality breaches through education, this will be done.

5.2 Any breach of confidentiality by a service-user will be discussed first at a meeting of BWP staff. The meeting will decide what action, if any, needs to be taken within the terms of the organisation’s relevant policies and procedures.

5.3 The Project Manager will consider any breach of confidentiality by a member of staff. She will decide what action, if any, needs to be taken in terms of the disciplinary procedure.

5.4 The Project Manager with the Chair of the Management Committee will consider any breach of confidentiality by a member of the Management Committee and decide what action, if any, needs to be taken. 

5.5 The Project Manager will consider any breach of confidentiality by a volunteer and decide what action, if any, needs to be taken. 

This policy has been drawn up in compliance with BWP’s Equality and Diversity Policy and was approved at the Management Committee meeting on February 10th 2010. Detailed guidance on the policy implementation can be found in the Equality and Diversity section of the BWP Action Plan.

This policy is reviewed on an annual basis by BWP’s policy review subgroup.
Reviewed: February 2010

Review due: February 2011
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