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Newhaven Charity Appeal Foundation 

 This is the Client Confidentiality Policy Statement of 

NEWHAVEN CHARITY APPEAL FOUNDATION

Our statement of general policy is:

· to protect all Newhaven Charity Appeal Foundation clients from the misuse of personal and sensitive personal information that is held about them by this organisation;

· to uphold the rights of all Newhaven Charity Appeal Foundation clients under the Data Protection Act in how we obtain, verify, process, update, secure and share personal information about them;

· to ensure that no personal information is disclosed to external organisations or external individuals unless - 

· there is a specific legal obligation to do so, or

· there is an ethical and professional responsibility to do so in the best interests of the individual concerned and/or to prevent harm to others;

· to ensure that all those working for Newhaven Charity Appeal Foundation, in both paid and unpaid capacity, will have demonstrated a thorough understanding of the need for maintaining confidentiality

Signed:               V.R.KNIGHT.
Position:              CHAIRMAN.
Date:
1/4/2012.



Review Date:  1/4/2013.
Requirement on those employed By Newhaven Charity Appeal Foundation 

· All those employed at Newhaven Charity Appeal Foundation, in both paid and unpaid capacity, will have demonstrated a thorough understanding of the need for maintaining confidentiality. Suitable training opportunities to fulfil this requirement will be identified and arranged by

 Line Managers


· In cases where a worker/volunteer feels that there is a legal, ethical or professional responsibility to breach confidentiality, the agreed procedure for breaching client confidentiality must be followed. (See Appendix 1 for Newhaven Charity Appeal Foundation Procedure for Breaching Client Confidentiality)

· Apart from these exceptional cases, any breaches of confidentiality by an individual working for Newhaven Charity Appeal Foundation, in a paid or unpaid capacity, may result in disciplinary action 

User Records

· All records relating to clients using any of the Newhaven Charity Appeal Foundation services will be kept in locked filing cabinets. The offices in which these records are kept will be locked at all times when not in use. The only people with access to files will be those for whom the files are directly relevant. 

· User files will be returned to the filing cabinet immediately once they are no longer in use and no user records will be taken off the premises.

· Records no longer in use will be stored or destroyed in accordance with specific terms/conditions/requirements set by funding bodies/awarding bodies/professional organisations. In all other cases, records will be kept securely for one year and then destroyed.

· Responsibility for ensuring that the above procedures are followed is that of

 Staff members

· Checks to ensure that the above procedures are being followed will be carried out at quarterly internal audits by

 Internal Auditors

User Disclosures

· Information disclosed by clients using any of Newhaven Charity Appeal Foundation’s services is considered confidential to the worker with whom the information is shared. Information that could identify a particular individual will not be given to anyone else without the consent of that individual, subject to legal/professional/ethical obligations to report crime and protect the health and safety of the individual and/or others.

· In exceptional circumstances, a worker or volunteer has a legal, professional or ethical responsibility to notify the client that they may find it necessary to break confidentiality. For example, this would be the case if the client disclosed

· intention to cause serious harm to themselves or others

· sexual relations with young people under the age of 16.
In such cases, the worker or volunteer will follow the procedure set by Newhaven Charity Appeal Foundation. (See Appendix 1 for Newhaven Charity Appeal Foundation’s Procedure for Breaching Client Confidentiality)

· Case histories used in published articles, presentations etc shall not in any way reveal the identity of clients; pertinent details must be changed to preserve anonymity.

· Photographs of service users taken during Newhaven Charity Appeal Foundation’s events/activities shall not be publicised in any way without the expressed consent of the individual(s) involved.

· All new clients will be informed about the client confidentiality policy of Newhaven Charity Appeal Foundation at first contact. Responsibility for ensuring that the policy is communicated to new clients in terms which they can understand is that of

Training and Education Team Leader
Appendix 1: 
Newhaven Charity Appeal Foundation Procedure for Breaching Client Confidentiality

· Information disclosed by clients using any of Newhaven Charity Appeal Foundation’s services is considered confidential to the worker with whom the information is shared. Information that could identify a particular individual will not be given to anyone else without the consent of that individual, subject to legal/professional/ethical obligations to report crime and protect the health and safety of the individual and/or others. In exceptional circumstances, a worker or volunteer has a legal, professional or ethical responsibility to notify the client that they may find it necessary to break confidentiality. In such cases, the following steps must be taken:

· The worker/volunteer must raise the matter immediately with his/her manager, explaining the issues involved, why they feel client confidentiality should be breached and what would be gained from breaching confidentiality 

· The manager is responsible for outlining to the worker/volunteer what options are available in the particular circumstances and will comprehensively discuss with the worker/volunteer the available options

· The manager has responsibility for making the decision on whether confidentiality should be breached. 

· If the manager decides that confidentiality should be breached, he she should contact the Chairperson (in the first instance) or Vice-chairperson of the Management Committee. The manager should communicate the full facts of the case, ensuring that they do not breach confidentiality in so doing, and seek authorisation to breach confidentiality in the particular case.

· If the Chairperson/Vice-chairperson agrees to breaching confidentiality, a full written report on the case should be made by the manager and any action agreed between the Chairperson/Vice-chairperson and the manager should be recorded, undertaken and reviewed by the manager, reporting to the management committee. 

Newhaven Charity Appeal Foundation Client Confidentiality Policy Statement
                       

PAGE  
4
Newhaven Charity Appeal Foundation Client Confidentiality Policy
                        

