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Confidentiality Policy 
Scope of the policy

This policy applies to employees, volunteers, managers, management committee members and students on placement. 

This policy covers all verbal and written information a child or young person shares or requests including personal information, identifying details and any issues or concerns they share. 
Statement on confidentiality:

No Limits believes:

· That children and young people have the right to privacy and therefore a confidential service and that seeking their consent to share confidential information should always be the first option.

· That sharing information about the children and young people who use the service is a key part of promoting the welfare of children and young people and safeguarding them from harm.

· That breaching confidentiality (passing on confidential information without consent) should only be done in exceptional circumstances.
What is considered as confidential information?
All information about a young person, including whether they have accessed the service, is considered as confidential at No Limits. Statistical information that does not identify individuals is not considered as confidential.

Consent:
We will work with young people to gain their informed consent to share any confidential information we have about them.
Young people who are 12 years of age or older may give their consent to share information, if they are deemed as competent. Competence will be judged on the following criteria: 

· Can the child or young person understand the question being asked of them?

· Does the child or young person have a reasonable understanding of: 

· What information might be shared?

· The main reason(s) for sharing the information?

· The implications for sharing and of not sharing it?

· Can the child or young person:

· Appreciate and consider the alternative courses of action open to them?

· Weigh up one aspect of the situation against the other?

· Express a clear personal view on the matter, as distinct from repeating what someone else thinks they should do?

· Be reasonably consistent in their view on the matter, or are they constantly changing their mind?

Where children or young people are not deemed competent or if they are aged 11, we will endeavour to seek consent from a person who has parental responsibility.
Parental / carer’s consent will be requested in writing (see appendix A). Once consent has been given, the young person will be entitled to the same level of confidentiality as those able to give their consent independently. 

Breach of confidentiality:
No Limits may have to breach confidentiality in some circumstances and cannot guarantee absolute confidentiality. We will only do this, with careful consideration following discussions with a senior member of staff:
· When there is evidence that, or reasonable cause to believe that, the child or young person is suffering or is at risk of suffering significant harm; or
· To prevent significant harm arising to children and young people or serious harm to adults, including through the prevention, detection and prosecution of serious crime”
 or
· If No Limits is summoned by the Court to give evidence.
When action to breach confidentiality is considered or taken, a written record will be made outlining the key events, relevant facts and any decisions taken. (See Appendix B) 

Deliberate breaches of confidentiality for reasons other than risk management are considered to be a serious matter and will be dealt with under relevant agency policies. 

Safeguarding – Children and young people 11-18

A designated member of Senior Management will be appointed as the Child Protection Officer. 
Concerns will be passed on to the most senior member of staff on duty in the project who will inform the designated Child Protection officer. 
Contact will be made with the relevant statutory service (health, social care, criminal justice, housing) and / or other support service and the concerns for the welfare of the child or young person will be passed on. This will be followed up in writing within the next 2 working days.
‘Vulnerable Adults’ – vulnerable young people aged 19-25 
Concerns about young people 19-25 who have multiple and/or complex needs will be passed on to the most senior member of staff on duty in the project who will inform the Project Manager.

Contact will be made with the relevant statutory service (health, social care, criminal justice) and/or other support service and followed up in writing within 2 working days.
Information sharing:

When information is passed on to a third party it will be done so in a secure way. No Limits will only share relevant and up to date information and will do so in accordance with the accepted guidelines of the organisation.

A record of what information has been shared, and with who, will be kept.

No Limits will jointly review any information sharing protocols that are in place with other organisations on a regular basis.
Training and staff development
No Limits recognises that providing a professional and confidential service, which promotes the welfare of the children and young people it works with, requires those delivering it to be trained and supported in the issues that arise. 
All staff, volunteers and trustees who are in regular contact with children and young people will need to attend training every 3 years. A record of attendance at training around confidentiality and child protection will be kept by the Child Protection Officer.
All staff, volunteers, trustees and students on placement will be given an induction which informs them about this policy and gives the names of the members of No Limits’ staff they should talk to if a situation where a breach of confidentiality may be required.
Training opportunities will be available to employees, volunteers, managers, management committee members and students on placement.

In addition to this, those delivering services to young people will be offered ongoing support and supervision in order to develop their skills and judgment.
Implementation of the policy:

Confidentiality statements outlining our policy to young people will be clearly displayed in each drop-in centre and satellite services. 

The policy will be made available (upon request) in a variety of different languages and available in large print.

The policy will also be discussed with young people using language that they understand and on each returning visit as appropriate. A leaflet explaining No Limits confidentiality policy will be widely available to children and young people who have contact with the service.

No Limits will develop practice guidelines to support this policy and the staff and volunteers who will implement it.
This policy was adopted by the Management Committee on 6/4/09 and will be reviewed no later than April 2011
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