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Norfolk Education & Action for Development

Working locally for global justice and equality.
Confidentiality Policy

This is the Confidentiality Policy Statement of NEAD (Norfolk Education and Action for Development) 
The Board of Trustees, as the employer, has overall and final responsibility for ensuring that NEAD meets its legal obligations regarding confidentiality in relation to criminal record checks, the Data Protection Act and any current or subsequent human rights legislation, which guarantees a right to privacy.

Information belongs to the person or agency entrusting it to a member of staff or volunteer of NEAD.  Information remains personal and in the control of the giver.  Once received by NEAD, it may not be used for any purpose other than that for which it was given; nor may it be passed on to any person or agency outside NEAD without the express permission of the giver.

Our statement of general policy is:

· To recognise the right of individuals to confidentiality.

· To comply fully with the Data Protection Act 1998 through the adoption of, and adherence to, a Data Protection Policy.
· To provide appropriate guidance on responsibilities relating to confidentiality, and training if required, to staff, trustees and, where relevant, volunteers. 

· To review and revise this policy every two years.
This policy was adopted on 28 March 2003

Signed



Chair of Trustees 

Last reviewed: June 2010
Review due: June 2013
Confidentiality Guidelines

Introduction
In addition to compliance with sound Data Protection principles, we need to take steps to ensure that proper levels of confidentiality are observed within NEAD.  We need to be aware of confidentiality relating to sensitive discussions and correspondence and observe good practice in relation to information learnt.  For instance:

· we should be careful to avoid acting on or perpetuating gossip

· written or electronic records should contain only objective information, not subjective opinions.  

· Personal or sensitive information should never be left on an unattended desk or computer screen.

Confidential Minutes –  eg Trustees, HRSC and Staff Meetings
If an item is considered confidential the chair should state this clearly and indicate what the minute-taker should do.  In some cases the chair will keep notes of confidential items; in other cases the minute-taker will be asked to minute the item but give the final version to the chair or someone else rather than including it in the circulated minutes.

Even if an item is confidential, notes or minutes should always be taken.  After the meeting they should be kept in an appropriate place.  The chair should indicate where they should be kept and who should have access to them.  Items considered confidential might include, for example, details of a worker’s illness or personal situation, or delicate negotiations.

Chair should ensure everyone at the meeting is aware that the item is confidential and what this means.

Trustees should consider which items of business at full or sub-committee should be more properly discussed in the absence of staff.

Confidentiality and Employment
If confidentiality is an issue, for example if a worker is having serious personal problems and does not want colleagues to know the reasons, this should be discussed and agreed between the Chair of Trustees and the worker.  A plan may be needed to implement changes without directly telling other people why those changes are required.  In some cases, however, the Chair of Trustees will not be able to guarantee confidentiality.  One example might be a worker who does not want anyone else to know she is pregnant.  If she only wants a couple of weeks in which to decide whether to have the pregnancy terminated before telling anyone, there is probably no problem about the confidentiality.  But if she is already four months pregnant and NEAD has to start making arrangements to hire someone for maternity cover, the request for confidentiality is unreasonable in terms of the organisation’s needs.

No one should agree to confidentiality before the person says what it is they want kept secret.  The best response is ‘I can’t agree to keep something confidential before I know what it is.  But I can promise to use my best judgement and discretion in deciding whether to tell anyone else, and to consult you before I do so’.  Matters which significantly affect work may need to be discussed with the HRSC or the board of Trustees, who may then need to brief other members of staff.  No one should be told more than they need to know in order to deal with work-related effects of the situation.

When a worker is very distressed it is important to acknowledge the seriousness of the situation, rather than ignoring it or treating it lightly.  Any personal matters which do not directly affect work must be treated in absolute confidence, and the greatest discretion should be used in disclosing those matters which do not affect work.

(Guidance taken from ‘Just about Managing’: Sandy Adirondack)
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