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CONFIDENTIALITY AND INFORMATION SHARING POLICY

Information disclosed to any MUSICAL KEYS staff member or volunteer will remain confidential to the Charity unless harm is likely to arise from so doing. The welfare of the young person or adult at risk is always the priority.
Any information shared by families/clients with staff or volunteer workers will be treated with respect and sensitivity.

Staff or volunteers who need to share information about families/clients should do so with a more senior member of staff, the Chief Executive Officer or the Chairman of MUSICAL KEYS, only passing on relevant, necessary details.

Confidentiality will be maintained within the Musical Keys office.  Discussions about clients/families should take place in as confidential a manner as possible in the office. No client/family details should be visibly readable when in the office.

Information about families/clients must not be shared with other parties unless consent is sought from said person(s)

Any information carried by staff in cars must not be left within the car for longer than necessary
Computers within the office must be logged off when not in use, at all times.

Written information is kept in a locked drawer or cabinet, which is in a locked room or building.

Conversation between staff/volunteers must respect family/client confidentiality and therefore, not be held in open public places
Photographs of clients will not be taken and or used without informed consent from the parent(s)/guardians etc
Anonymity of families will be maintained unless harm is likely to arise from so doing.

As confidentiality is maintained by the Charity, no staff member or volunteer worker should agree to individual confidentiality. Should a parent/client request this, the staff member or volunteer worker must explain the limits of the Confidentiality Policy. If the staff member or volunteer worker is unsure whether the parent/client has understood this, s/he should inform a senior staff member, who will call the parent/client to clarify.

If there are concerns about the welfare of a child, young person or adult at risk it is important for everyone to understand that they may not promise confidentiality.

Exceptions to this policy will only occur where there is a concern that a child may be at risk of harm. In this situation, confidential information may be disclosed to Children’s Services or the Police if a child’s health and welfare needs protecting, or when a crime has or may be committed
All personal data accessible to MUSICAL KEYS personnel will be treated as confidential, whether written, verbal or held on computer media, and will be kept securely, in line with MUSICAL KEYS Data Protection Policy.
In the cases of medical or other sensitive information being held, members of the group will only be informed on the ‘need to know’ basis.
All MUSICAL KEYS staff members and volunteers will sign two copies of this Confidentiality Policy, confirming that they have read, understood, and will abide by its contents. One signed copy will be given to the staff member/volunteer to keep and the other copy placed in their personal file.

I confirm that I have read, understood and will abide by the contents of the MUSICAL KEYS Confidentiality Policy:

Name: ___________________________________  Position:_________________________

Signed: __________________________________   Date:___________________________________ 
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