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CONFIDENTIALITY POLICY
1
Introduction

· Swaffham Relief in Need recognises that Trustees gain information about individuals and organisations during their activities.  
· Due to the nature of the charity, much information is confidential and sensitive in nature

2
General Principles
· Trustees can share information with each other and the Charity Administrator to discuss issues and seek advice.

· Trustees must not talk about organisations or individuals or discuss any beneficiaries of grants in social settings.

· Trustees will not disclose to anyone, other than within the specific Trustee meeting, any information considered sensitive, personal, financial, or private.

· There may be circumstances where Trustees would want to discuss difficult situations with each other to gain a wider perspective on how to approach a problem.  In exceptional circumstances a discussion may take place with names or identifying information remaining confidential.

· Where there is a legal duty on Swaffham Relief in Need to disclose information, the person to whom the confidentiality is owed will be informed that disclosure has or will be made.
· Requests for information from the public; they will be referred to the Charity Commission website for Swaffham Relief in Need in the first instance. If requested a copy of the latest TAR and accounts will be made available.


3
Why information is held
· Most information held by Swaffham Relief in Need relates to individuals 

· Information is kept allowing Swaffham Relief in Need Trustees to understand the history and activities of individuals or organisations to deliver the most appropriate services and ensure that all applications are treated fairly.
· To ensure frequency of applications guidance is not breached i.e. 3 years
4
Access to information
· Information is confidential to Swaffham Relief in Need as an organisation and may be passed to Trustees and the Charity Administrator to ensure the best quality service for users.

· Trustees aim for a paperless administration. If Trustees choose to print documents, then they must ensure confidentiality is maintained; this also applies to information on computer screens.
5
Storing Information
· Trustees aim for a paperless administration.
· In an emergency, the Charity Administrator may authorise access to files by others.
6
Duty to disclose information
· There is a legal duty to disclose some information including:

· Child abuse will be reported to the Social Services Department

· Drug trafficking, money laundering or acts of terrorism will be disclosed to the police

· In addition, colleagues believing an illegal act has taken place, or that a user is at risk of harming themselves or others, must report this immediately to the appropriate authorities.  

· Users should be informed of this disclosure.

7
Data Protection Act 2018
· Swaffham Relief in Need are registered with the ICO in line with their data protection registration legislation

· Information about individuals, whether on computer or on paper, falls within the scope of the Data Protection Act 2018 and must comply with the data protection principles. These are that personal data must be:

· used fairly, lawfully, and transparently

· used for specified, explicit purposes

· used in a way that is adequate, relevant, and limited to only what is necessary

· accurate and, where necessary, kept up to date

· kept for no longer than is necessary

· handled in a way that ensures appropriate security, including protection against unlawful or unauthorised processing, access, loss, destruction, or damage
· applicants will be asked to complete a Data Protection Statement to accompany the application form
8. Meeting Confidentiality

· All Agendas and associated papers are circulated prior to the meeting and at the meeting. Documents circulated by email prior to meetings are confidential and trustees should err on the aide of caution before sharing this information.
· Reports or discussions thereon should not be revealed outside any Trustees meeting and there are facilities available at the Town Council's Offices for shredding confidential Agendas/Reports. 

9. 
Whistle Blowing

· Where a Trustee has concerns about the use of Swaffham Relief in Need funds, he or she may refer directly to the Chair of the Committee
10
Approval and Review

· The Policy will be reviewed every three years or sooner if there is significant change
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