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	Confidentiality



Policy

Respect for confidentiality is an essential requirement for the development and preservation of trust.

The Burnett Respite Services Inc. recognises confidentiality as a major underlying principle within the delivery of services.

This policy will be viewed in line with the Privacy Amendment (Private Sector) Act 2000.

This policy aims to:
· establish  the organisation’s approach to ensuring the confidentiality of information provided to the organisation by service users, carers, staff and others;

· inform staff, volunteers and Board of Management members of their responsibilities with regards to confidentiality;  and

· inform members of the public, service users and carers about the organisation’s confidentiality obligations and how it intends to meet them.

Responsibilities

The Board of Management is responsible for:

· monitoring and reviewing all organisational policies and procedures: and

· auditing compliance with policy provisions, record keeping and training.

The General Manager is responsible for:

· providing support and advice to staff; and 

· investigating and responding to complaints about alleged breaches of confidentiality.

All employees, paid and unpaid are responsible for:

· adhering to all policies and procedures of the organisation; and

· ensuring they are fully aware of and understand their obligations in relation to confidentiality.

Confidentiality.
“Confidentiality” can be defined as “when information is given or received in confidence for a particular purpose, it may only be used for that purpose and only passed to any other person or organisation with the informed consent of the person providing the information”.

Strict adherence to this principle however, may however, at times be detrimental to the person providing the information or to some other person. In the case of child protection, the overriding principle is the safety of the child. Where anyone holds information relevant to the protection of a child must share that information with others in a controlled manner.

The following principles should be adhered to in all cases where the appropriate use of personal information is being considered:

· all information collected must conform to the Privacy Amendment (Private Sector) Act 2000;

· all information is reviewed at intervals of at least two years;
· all information provided by or about service users will be treated as confidential and only disclosed with the person’s informed permission, or where there is a duty to pass the information on;
· only those persons who need access to confidential information should have access, and they should only have access to information they need to see; and
· action should be taken to ensure staff responsible for the collection, recording, storing, handling and use of confidential information are aware of their responsibility to respect confidentiality.
Informed Consent.
Informed consent is a process not simply the signing of a form. Information must be presented in such a way as to enable a person to decide whether or not they wish information regarding himself or herself, or someone they care for to be passed to a third party.

The procedures used to obtain informed consent should be designed to inform the person in terms that they can understand. Therefore, informed consent language and its documentation (especially explanation of the reasons for the use of the information) must be in “lay language” which is understandable to the person being asked to give his or her consent.
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