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BS08		Confidentiality

1. Policy Statement
1.1 Shared Lives South West are committed to protecting sensitive information and maintaining confidentiality of all data entrusted to us, recognising the importance of safeguarding confidential information to maintain trust with all our stakeholders. 


2. General Principles
2.1 This policy applies to all staff, Carers, volunteers, contractors, and third parties who have access to confidential information in the course of their work with Shared Lives South West. 

2.2 Confidential information includes, but is not limited to, any personal data, the records of staff, volunteers, Carers and people supported, financial information, strategic plans, operational details, proprietary knowledge, and any other information that is not publicly available.

2.3 Access to confidential information will be provided on a need-to-know basis, with any access control measures clearly outlined in our Data Protection Policy.

2.4 Confidentiality will be outlined in all contracts of employment and Carer Agreements, whilst any volunteer, contractor or third party who receives confidential information must sign a confidentiality agreement.

2.5 Concerns and/or complaints from anyone regarding a breach of confidentiality will be acted upon in accordance with the organisation’s Complaints procedure.

2.6 Breach of confidentiality for reasons other than exceptional circumstances is a disciplinary offence for staff and a breach of the Carer Agreement for Carers.

2.7 Shared Lives South West are committed to complying with any confidentiality requirements outlined in service contracts with local authority commissioners. 


3. Responsibilities
3.1 Shared Lives South West will promote a culture of confidentiality through awareness campaigns and communication channels.

3.2 Employees will receive appropriate guidance or training on confidentiality and their responsibilities under this policy. 

3.3 All employees, Carers, volunteers, and contractors, are responsible for:
· Protecting confidential information from unauthorised access, disclosure, or use.
· Using confidential information solely for legitimate business purposes and in accordance with applicable laws and regulations.
· Reporting any suspected breaches of confidentiality.
· Undertaking any training stipulated by Shared Lives South West regarding confidentiality or data protection.

3.4 All employees, Carers, volunteers, and contractors must:
· Avoid discussing confidential information in public areas or over insecure communication channels.
· Keep physical confidential information secure, e.g. by storing it in locked cabinets. 
· Manage electronic confidential information in accordance with the ‘Acceptable Use if IT’ policy. 
· Dispose of confidential documents or electronic information securely through shredding or secure deletion methods.


4. Review
4.1 This policy will be reviewed every two years, or earlier if needed.

4.2 This policy requires formal Board approval.


5. Responsibilities
5.1 The Chief Executive is responsible for this policy which requires Board approval and review.




	BS08 - Confidentiality 
	
	Page 1 of 1

	Approved: 1 October 2005
	Reviewed: 20 February 2024
	Next review: 28 February 2026



image1.png
&y shared




