Staff Handbook — Core Policies

CONFIDENTIALITY POLICY
1. Introduction
1.1 Fusion Housing understands confidentiality to mean that no information regarding a client
shall be given directly or indirectly to any external third party, without that client’'s prior
expressed consent to disclose such information. In certain circumstances, however,
confidentiality may have to be breached.

1.2 Fusion Housing has a strong commitment in relation to the confidentiality of information. This
Policy explains what this commitment means and how we deal with confidential information
about people who use our services. It is based on the right of people using Fusion Housing to
have control over the information they want us to have about them and control how that
information is used. We believe this is essential in enabling people to gain/ control over their
own lives, enforce their rights, access to services, and work towards living independently.

1.3 This Policy aims to:
e Protect and maintain the rights of Fusion Housing clients.
e Work positively to meet their needs
e Observe and promote the rights of our clients to privacy, safety, choice, and control
e Provide clients with a clear understanding of the way information about them will be
treated
e Provide external agencies with an understanding of our work practices
e Meet the obligations and legal duties to disclose information to statutory authorities

1.4 Fusion Housing recognises that:

e clients should be able to access its’ services in confidence and that no other person
should ever know that they have used Fusion Housing services without the client’s
consent.

e clients need to feel secure and confident when using its services. Fusion Housing will
ensure all clients are afforded confidential interview space and will ensure blinds, radios
and other mechanisms are used to ensure no breach of confidentiality can occur
inadvertently.

e clients circumstances/information may be discussed between staff/volunteers. All
staff/volunteers should ensure that they do not discuss individual clients when not on
Fusion Housing business and/or in a public environment where such discussions can be
heard by third partiers. The Fusion Board will not receive details of individual clients unless
the matter relates to disciplinary, grievance or complaints procedures.

1.5 Fusion Housing will not confirm the client’'s presence at our premises or use of Fusion
Housing’s services without obtaining the client’s consent.

2. Information sharing

2.1 This Policy is not intended to hinder communication between ourselves and other agencies
but to encourage appropriate communication where that benefits the individual and the
services we provide.

2.2 Fusion Housing staff/volunteers are required to adhere to the following guidance when
sharing information:
e To remember that the Data Protection Act is not a barrier to sharing information but
provides a framework to ensure that personal information about people is shared
appropriately
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e To be open and honest with the person (and/or their family where appropriate) from the
outset about why, what, how, and with whom information will, or could be shared, and
seek their agreement, unless it is unsafe or inappropriate to do so

e Seek advice if there is any doubt as to whether or not to share information

e Share with consent where appropriate and, where—pessible, respect the wishes of those
who do not consent to share confidential information.

e Consider safety and wellbeing and base information sharing decisions on considerations
of the safety and well being of the person and others who may be affected by their actions

e Ensure that the information that is being shared is necessary for the purpose for which it is
being shared, shared only with those people who need to have it, is accurate and up to
date, shared in a timely fashion, and shared securely

e Records of decisions to share or not to share should be recorded. Where a decision has
been made to share information, it should be recorded with whom and for what purpose
along with the justification for doing so. This is particularly important if going against an
individual's wishes, see Section 7 for more information on breaching confidentiality.

2.3 Fusion Housing’s Data Protection Policy provides the framework for managing client data
including data sharing and formal data sharing protocols.

3. Client records and statistical data

3.1 Fusion Housing is committed to effective statistical recording of client’s data to enable the
monitoring of take-up of services, effectively report to our funders and to identify any policy
issues arising from the provision of services.

3.2 Itis the relevant Manager's responsibility to ensure all statistical records given to third parties,
such funding bodies, shall be produced in anonymous form, so individuals cannot be
recognised.

3.3 It is the relevant Manager's responsibility to ensure all case records are kept in locked filing
cabinets. All client records must be locked away at the end of each working day. All
information relating to clients will be left in locked drawers. This includes note books, copies
of correspondence, calculation sheets and any other sources of information.

3.4 Disposal of client records are carried out in line with Fusion Housing Data Protection Policy
and Archiving and Document Disposal Policy.

4. Expressed Consent to Give Information

4.1 Itis the responsibility of staff/volunteers to ensure that where any action is agreed to be taken
by Fusion Housing on behalf of a client, that client must firstly sign a Fusion Housing Form of
Authority & Consent form. This should be placed on the client's file.

4.2 Fusion Housing staff/volunteers are responsible for:
e checking with clients if it is acceptable to call them at home or work in relation to the
service they are receiving.
¢ ensuring they make no reference to Fusion Housing when making telephone contact with
clients.
e checking with clients that it is acceptable to write to them at home or work in relation to
their case.
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e ensuring that client consent is obtained before taking photographs or video footage which
includes them, for the purposes of evidence collection or for publicity or marketing
purposes. A photo consent form is provided for this purpose.
e ensuring all details of expressed consent are recorded on the client’s file.

5. Policy and Legislative Context

5.1 This policy should also be read in the context of other policies that relate to information
management. Relevant policies are:
e Code of Professional Conduct

Safeguarding Children and Vulnerable Adults

Data Protection

Information and I.T. Risk Management

Contingency

Whistle blowing

Drugs Policy

Risk Assessment

Personnel related activity (e.g. finance, recruitment, sickness/absence info.)

Complaints procedure

Harassment and Bullying

Professional Boundaries

5.2 Fusion Housing will monitor this policy to ensure it meets statutory and legal requirements;
including the Data Protection Act, Children’s Act, Rehabilitation of Offenders Act and
Prevention of Terrorism Act.

6. Breaches of Confidentiality

6.1 Fusion Housing recognises that occasions may arise where individual staff/volunteers feel
they need to breach confidentiality in order to protect the client or the public. Examples of this
may arise from safeguarding children and vulnerable adults, fraud, criminal activity or where
we may be have some statutory duty. There is a strong cross over here with other relevant
policies listed above and regard must be had to them.

6.2 Any breach of confidentiality may, however, damage the reputation of Fusion Housing’'s
services and therefore has to be treated with the most serious of approaches.

6.3 On occasions where a staff member or volunteer feels confidentiality should be breached
they should raise the matter immediately with their Team Leader or Service Manager and
discuss the issues involved in the case and explain why they feel confidentiality should be
breached and what would be achieved by breaching confidentiality.

6.4 The Team Leader or Service Manager should take a written note of this discussion and enter
a risk note on the FHIS database.

6.5 The Team Leader or Service Manager is responsible for discussing with the worker what
options are available in each set of circumstances and for making a decision on whether
confidentiality should be breached.

6.6 If the Team Leader or Service Manager agrees to breaching confidentiality, the

circumstances and any action agreed/undertaken should be entered as a risk note on the
FHIS database.
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6.7 In no circumstances should any breach of confidentiality be discussed at this stage with
anyone who may be responsible for managing any future complaints or investigations arising
from breach in confidentiality to ensure that this can be carried out in an independent
manner.

6.8 Any unauthorised breaches of confidentiality will be managed via Fusion Housing's
Disciplinary Policy.

7. Ensuring the Effectiveness of the Policy
All Fusion Board members will receive a copy of the Confidentiality Policy. Existing and new
workers/new volunteers will be introduced to the Confidentiality Policy via induction. The

policy will be reviewed in line with the organisation policy review cycle and amendments
should be proposed to and agreed by the Fusion Board.

Last reviewed November 2020

Next review due: November 2023
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