Confidentiality Procedure

Maintaining confidentiality is an essential part of the service offered by Access Lancashire (LDIF).  It helps to create a safe environment within which service users may feel able to speak most freely.  

Please note the following points:

· Confidentiality means not disclosing personal information about people who use the service without them first understanding and agreeing to that information being passed on (Please see consent form).

· Confidentiality rests with LDIF’s paid staff and volunteers can discuss personal information with other colleagues at LDIF, but this should be purposeful.

· LDIF staff and volunteers should be wary of giving away personal information unintentionally, this can be all too easy, especially when confronted by someone in authority.

· Confidentiality helps to empower the disabled person or carer using the service as it gives them control over who has personal information about them.

· Confidentiality is not just about the people using the service: it also applies to LDIF’s staff, Volunteers and Management Committee.  Information of a personal nature, in particular full names and addresses, etc. should not be given out without express permission of the individual concerned.

· Client Enquiry Sheets should not be left where members of the public could have sight of them and should be locked away when not being used.
· All information regarding Access Audits are strictly confidential.
· All results and records of training courses are strictly confidential.
· Confidentiality also pertains to the financial information of LDIF and its associated projects.
· Confidentiality of all written and computerised information must also be adhered too.

· Confidentiality of telephone advice given must be adhered too.

· Confidentiality to be maintained within the reception area

· Confidentiality of all mail received or sent

Any breach of this Policy constitutes a gross misconduct and will result in disciplinary procedures. 

