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The purpose of this policy is to set out clearly for employees, volunteers and Trustees how
personal and confidential information will be managed by The Wave Project.
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Introduction and Key Principles

The Wave Project's confidentiality policy is set outbelow. All employees, volunteers,and
Trustees are expectedto abide by this policy. The principle of this policy is to ensure that
the safety of those in contact with The Wave Project is maintained and that their rights
are protected. The Wave Project is committed to maintaining high standards of
confidentiality in all aspects of its work. This includes records and information pertaining
to employees, clients, prospective clients and partners. Breaches of confidentiality may
jeopardise the wellbeing of employees and clients and consequently will be subject to
disciplinary proceedings.

The purpose of this policy is to give guidelines on maintaining confidentiality and the
circumstances where disclosures may be necessary and the procedure for doing so.

Key Principles:

1.3.1 As part of their involvement with The Wave Project, employees, volunteers and
trustees will have access to confidential information. This may be confidential
information about The Wave Project itself (such as information regarding finances,
operations, HR or business plans), our employees, volunteers, clients or other
organisations we work or partner with. Such information will not always be
explicitly stated as confidential, and a common-sense approach should be taken in
identifying whether informationis expected to be confidential. If in doubt, it is best
to assume the information is confidential until confirmed otherwise with the source
of the information.

1.3.2 Confidential information should only be discussed and disclosed as necessary and
appropriate for carrying out the work and activities of The Wave Project, and not
for any other purpose unless there is an exceptional circumstance.

1.3.3 Exceptional circumstances include situations where the information contravenes
the law, endangers either the person giving the information or others, or gives rise
to a safeguarding concern. In such circumstances the matter should be reported to
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3.1

3.2

an appropriate manager and for safeguarding concerns the Safeguarding Policy
must be followed.

1.3.4 Confidential matters should not be discussed in public places or social settings.

Disclosure of information relating to member of employees

Unless covered by other organisational procedures such as disciplinary procedures, the
reference point for deciding who should be informed of a piece of confidential
information is the individual to whom it applies. It is important, however, that where
consentis given thatit is informed consent. For this to be the case itis necessary to tell
the person concerned why there is a need to disclose information and to whom. The
person should also be told of the likely consequences of their agreeing or not agreeing
to this. (In some instances, for example, non-disclosure could mean that the person's
need for a service could not be identified.) Once consent has been obtained, it is the
responsibility of the person passing on any information to ensure that this is only done
on the terms agreed.

Disclosure of confidential information may require written authorisation by the individual
concerned. This should be dated and specify to whom disclosure is authorised, for
example if you are requesting information from a person's GP.

Disclosure of information relating to clients

Child protection

3.1.1 In cases where there are concerns relating to abuse or neglect of children, The
Wave Project's Safeguarding Policy will apply.

Client files

3.2.1 All clients have the right to view their files. This is done by printing (and redacting
where necessary) the information on Capsule. However, no clients will have access
to any information from a third party (e.g. the client’s partner, children or other
agencies) which is stored in their files. This is to protect the safety and
confidentiality of others. All computer records will be password protected and
compliant with The Wave Project's Data Protection Policy and procedures.

3.2.2 A summary of client needs, including medical needs, may be shared with members
of employees employed by The Wave Project, and were necessary the volunteers,
Surf Schools and Surf Instructors assisting with that client in order to keep them
safeduring sessions. Suchinformationmustonly be used for the purpose for which
it was disclosed and must not be shared with anyone else.

Record Keeping



This procedure covers all records held by The Wave Project concerning employees, clients,
Trustees and potential clients. All personal datais protected by GDPR and The Wave Project’s
Data Protection Policy.

4.1 Personnel Records

4.2

4.1.1 All employees will be given access to this Confidentiality Policy as part of their
induction. The implications of the procedure for their work will be explained.

4.1.2 All volunteers will be given access to this Confidentiality Policy as part of their
Volunteer Understanding. This policy applies equally to volunteers as to paid
employees. Volunteers agree to this policy insigning the Volunteer Understanding.

4.1.3 Access to personnel files can be arranged with the line manager who should make
clear the following:

e who has access to files and procedure for gaining access; and
e how the information is stored, e.g. password protections.

4.1.4 Application forms, interview records, medical information and monitoring forms
are confidential to The Wave Project.

4.1.5 Equal opportunity monitoring forms will be detached from application forms on
receipt and kept separate from application forms.

4.1.6 When seeking references for a new employee itis made clear to the referees that
information is sought in confidence.

4.1.7 Probationary reviews and appraisals. The line manager should make clear who
receives information on the review.

4.1.8 Medical records will be held on secure personnel files. Copies of medica
certificates and self-certification forms will be placed on personnel files after action
for payroll purposes.

4.1.9 Breaches of confidentiality by employees will normally be treated within the remit
of The Wave Project’s disciplinary and grievance procedure. The nature of any
breaches of this procedure will determine the level of disciplinary action, e.g,
disclosure of unauthorised employees details would be gross misconduct.

Clients

4.2.1 All existing clients’ parents/guardians can be provided with a copy of this policy if
requested. A file concerning each client will be kept by The Wave Projects
employees. The information recorded will be factual and where an opinion is
recorded it will be clear that this is opinion and what this is based on.

4.2.2 This information should be kept securely, with password protection.
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5.1
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4.2.3 If a client asks to see their file, the relevant employees member should organise
this and answer any questions about it and explain what has been written.

4.2 .4 Clients are expected to respect the rights of other clients to confidentiality and
privacy particularly as regards personal information known about another client.

Board of Trustees

4.3.1 All board papers of a confidential nature will be marked ‘Private and Confidential’
and notincluded in the papers that are made public or widely available within The

Wave Project.

4.3.2 Clients will not normally be referred to by name, and discussion of their personal
details at Board meetings will be only as necessary.

Partnerships with other organisations

The Wave Project may be working in partnership with other organisations. Where
specific information-sharing protocols exist that affect a particular client all parties
should be aware of this.

Where appropriate, The Wave Project will give all partnership organisations a copy of
the confidentiality procedure or otherwise explain or implement provisions for
confidentiality (such as within contracts).

Training and Resources

Training on the confidentiality policy and its implications should be a standard part of induction
procedures for employees, and Trustees.

This policy sits alongside The Wave Project’s Data Protection policies and procedures.



Appendix: Participant Confirmation of Confidentiality Policy

This Confirmation of Confidentiality Policy is to be read and signed by ad hoc participants with The
Wave Project, with whom no other agreement (such as a contract or Volunteer Understanding is in
place).

| confirm that | have read and understood The Wave Project’s Confidentiality Policy and that | will
adhere to the policy at all times.

NAME: e sreaes srenes saeaes srenen saes
SIZNAtUIE: et serene ceaes see s enene sne

Date: e e sesaes sneaes sanen see



