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CONFIDENTIALITY POLICY

Staff are expected to treat information regarding the management, staff and clients of Day-Mer as confidential to the staff team.  In cases where requests for information are made which appear to break this policy, the case should be referred to the individual’s line manager, who will liaise with the management committee to form a response to the request.    

Day-Mer offers a confidential service to clients.  Information given to staff by clients will be treated as confidential to the staff team and will not be disclosed to any third party without the client’s permission.  However, in order to maintain good working practice, staff will liaise and pass on information to other professionals involved in individual cases e.g. GP’s Social Workers or Probation Officers.  This will only be carried out with the expressed permission of the client.

In circumstances where a member of staff has serious concerns about the health and safety of a client or their dependants the staff member will inform the client that they will not be able to safeguard confidentiality and, if necessary will inform the appropriate agencies to protect health and safety. It is our policy that, in the case of expectant drug using mothers, Day-Mer will be under obligation to inform the maternity social work department even if there is no cause of concern regarding health and safety. In the event of a serious incident, e.g. physical attack on a member of staff or another client, the Police will be notified and eventually breach of confidentiality regarding the person concerned will occur.

Breaches of Confidentiality 

Day-Mer recognises that there may be occasions when an member of staff feels they may need to breach confidentiality. Situations where this may occur, include where a client divulges information about child abuse, a conflict of interest or where a client’s information means that there are legal effects (see ‘Legal Framework’ below).

Day-Mer recognises that any breach of confidentiality may damage the reputation of Day-Mer and its services and therefore has to be treated with seriousness and urgency. On those occasions where a member of staff feels confidentiality should be breached the following steps must be taken:

· The member of staff should raise the matter with the Centre Coordinator immediately

· The member of staff must discuss with the Centre Coordinator the issues involved in the case and explain why they feel confidentiality should be breached and what would be achieved by doing so. The Centre Coordinator should keep written notes of the discussion.

· The Centre Coordinator is responsible for discussing with the member of staff what options are available in each set of circumstances.

· The Centre Coordinator is responsible for making a decision on whether confidentiality should be breached. If the Centre Coordinator decides that confidentiality is to be breached then they should take the following steps:

· The Centre Coordinator should contact the Chair of the MC, or failing that the Vice Chair. The Centre Coordinator should brief the Chair/Vice Chair on the full facts of the case, ensuring they do not breach confidentiality in doing so. The Centre Coordinator should seek authorisation to breach confidentiality from the Chair/Vice Chair.

· If the Chair/Vice Chair agrees to breaching confidentiality a full report on the case should be made and any action agreed undertaken. The Centre Coordinator is responsible for ensuring all activities are actioned.

· If the Chair/Vice Chair does not agree to breach confidentiality then this is the final decision of Day-Mer.

· Under no circumstances should any breach of confidentiality be discussed with Day-Mer Complaints Officer. This is to ensure that any future complaint arising from the breach of confidentiality can be carried out in an independent manner.

Legal Framework 
This policy and the provisions it outlines to ensure confidentiality takes into account and strives to meet the requirements of the General Data Protection Regulation (GDPR), which came into force in the UK from 25 May 2018 and lays out general rules about data protection. Specifically it aims to embody the 6 principles contained in the GDPR as follows:

· Lawfulness, fairness and transparency

· Purpose limitations

· Data minimisation

· Accuracy

· Storage limitations

· Integrity and confidentiality

Along with GDPR, Day-Mer will monitor and review this policy to ensure that it meets its legal requirements including the Data Protection Act, Child Protection Legislation, Rehabilitation of Offenders Act, Prevention of Terrorism Act and all relevant future legislation. Training will include these aspects and how each one should be dealt with.

This policy should be considered in tandem with Day-Mer’s separate Data Protection Policy and Privacy Policies.

Confidentiality Agreement

This declaration should be signed by anyone who is providing a service to clients or having access to clients’ records.

It is a basic principle of the Service that confidentiality is offered to enquirers.  Nothing learned by the organisation from enquirers, including the fact of their visit, will be passed on to anyone outside the Service without their express permission.

In signing this document you are agreeing to uphold the organisation’s policy and practice on confidentiality.

Declaration

I have read and understood and will follow the Service’s policy and procedures on confidentiality. 

Signed …………………………………………………………………….

Date     ……………………………………………………………………
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