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CONFIDENTIALITY POLICY

RATIONALE

LEAP exists to provide effective and innovative housing and support services to vulnerable young people at risk.
This policy and the procedures that it underpins apply to all staff, including senior managers and the board of trustees, paid staff, volunteers and sessional workers, agency staff, students and anyone working on behalf of LEAP.
Clients using LEAP’s services will have the relevant aspects of the confidentiality policy explained to them. 

VISION
To ensure that the safety of those in contact with LEAP is maintained and that their rights are protected.  LEAP is committed to maintaining high standards of confidentiality in all aspects of its work.  This includes records and information pertaining to employees, volunteers, and existing, former and prospective clients.  All practical steps will be taken, through staff training and the provision of administrative arrangements, to prevent the inappropriate disclosure of any information relating to a young person or other clients. 

Breaches of confidentiality may jeopardise the wellbeing of staff and clients and consequently may be subject to disciplinary proceedings.

PRINCIPLES
· To protect the confidentiality of young people who receive LEAP’s services;

· To provide staff and volunteers with the overarching principles that guide our approach to confidentiality;

· To ensure that, as an organisation, we operate in line with our values and within the law in terms of how we share information; 

PROCEDURES

The purpose of this policy is to provide guidance on maintaining confidentiality and the procedure for doing so.

· Staff should avoid casual conversations concerning the personal circumstances of any clients or staff. Any confidential discussions concerning clients or staff should take place in private;
· No information concerning clients or staff should be disclosed to any outside agencies without the consent of the individuals concerned.  In exceptional circumstances, approval for the disclosure of information should be obtained from the appropriate Line Manager in strict accordance with LEAP’s Information Sharing Policy;
· Only information which is accurate, relevant and appropriate should be kept on file; 

· Clients must be made aware that any information given to a staff member will be shared appropriately within the team;
· LEAP’s first duty is to protect the safety and wellbeing of the community.  Therefore there will be occasions when information about clients, which is considered to be confidential, may need to be disclosed to another party in line with LEAP’s Information Sharing Policy; 
LINKS WITH OTHER LEAP POLICIES

· Data Protection
· Information Sharing
PARTICIPATION & CONSULTATION PROCESS

· Awareness raising programmes 

· Survey/questionnaires distributed to staff and clients
· LEAP Participation Group
· Seeking the views of Stakeholders
· Monitoring evaluation and review
CONTINUOUS PROFESSIONAL DEVELOPMENT OF STAFF

LEAP is committed to training its staff to the highest standards.  This is through internal and external training, through team meetings and supervision.
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