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Confidentiality Policy
Parents and carers have a right to expect that information they share with Knowsley Parent Partnership Service (KPPS) will:

· be respected and not passed on to others without their express permission, and

· that KPPS will handle any such information in ways that conform with the Data Protection Act requirements, unless

· there are strong public interest concerns, i.e. child protection.

This confidentiality policy addresses the following issues:

· respect for the parent/carer and the child/young person’s right to privacy

· the parent/carer’s right to contact the PPS anonymously and in confidence

· the PPS’s commitment to principles of confidentiality in its relationship with parents

· practical arrangements to ensure confidentiality

· how confidentiality is applied within the local authority and partner organisations

· how information will be provided to families about the confidentiality policy

· the priority to be given to child protection issues at all times.

Respect for the parent/carer and the child/young person’s right to privacy

· We will only record information given to the service by the parent/carer that is directly relevant to the work that we are carrying out with the parent/carer or to help with the monitoring and evaluation of effectiveness of the service.
· This will include records from telephone conversations, one-to-one meetings with the parent/carer, meetings involving schools or other professionals, copies of any letters or reports received.

· When contacting KPPS with an initial enquiry parents/carers can call the direct line for KPPS (0151 443 3283) which is used only by KPPS. The Service has its own room and all telephone conversations will be conducted within the privacy of this room so no other parties will overhear the conversation.

· Any face-to-face meetings with parents will usually be held in the Sunrise Centre in Huyton. Meetings will be held in a private meeting room where the discussion cannot be overheard or observed.

The parent/carer’s right to contact the PPS anonymously and in confidence

· Parents/carers are entitled to contact the KPPS to ask for general information about Special Educational Needs and systems and procedures without having to give their personal details or situation.

· If a parent/carer requests more specific information around a particular situation but does not wish to give personal details KPPS will give as much information as they can. However, the parent/carer must be aware that this information is then based on the limited details given by them to KPPS. Accuracy of information cannot be guaranteed if any relevant details are withheld from KPPS.
· If a parent/carer requests more in depth support from KPPS personal details will generally be needed in order for the service to be able to provide the appropriate information and support.

· On first contact with KPPS parents/carers will be informed that the service is confidential with a basic explanation of how this works. If a follow up meeting is arranged with a parent/carer they will be given a written explanation of how the service’s confidentiality policy will work for them, and how personal details will be used if a parent chooses to give them to the service.

KPPS’s commitment to principles of confidentiality in its relationship with parents/carers

· All KPPS staff including any volunteers working for the service understand and agree to the confidentiality policy. 

· All potential staff are asked about their understanding of confidentiality at interview stage to ensure that this is to a satisfactory standard.

· As part of staff induction processes, confidentiality and the confidentiality policy are clearly discussed with staff to ensure their understanding and commitment to the policy.

· KPPS will only work with parents/carers that have parental responsibility for the child/young person. In a situation where parents are separated but both retain parental responsibility, KPPS would work with the parent/carer that has approached the service for support. Information would not be shared with the other parent/carer without the express permission of the parent/carer using our service, unless a data protection request was made by the other parent/carer. In this instance KPPS would have to comply with the Data Protection Act 1998 and may have to disclose relevant information to that person.

· If two separated parents/carers requested supported from KPPS independently of each other, the service would endeavour to support both parents as long as no conflict arose for the service. Separate caseworkers would be assigned to each parent/carer and discussions would remain confidential and not be passed on to the other parent/carer without permission.

Practical Arrangements to ensure confidentiality

· Within the KPPS office there are clear procedures in place to ensure confidentiality for parents and compliance with the Data Protection Act 1998:

· All case files are stored in secure, lockable filing cabinets at all times except for when they are in use.
· Access to KPPS’s room is protected by a combination lock on its door if staff members are not present.

· Access to all computer files is password protected by staff members’ log-in details.

· If staff members are away from their computer for a period of time, computers are ‘locked’ so that access can only be enabled by entering of a password known only to that staff member. 

· If staff members are away from their computers for a length of time and have not locked their computer manually, the screen saver function operates to lock and password protect access to the computer.

· When disposing of written or printed information that is no longer needed, any confidential waste is shredded in office before being safely disposed of.
· When seeking to share information given by the parent/carer to aid in finding out information for them or moving a situation on for them KPPS will seek permission from the parent/carer before doing so. 

· If the only contact with the parent/carer has been via telephone this will be sought orally over the telephone and recorded as such on our contact log. 

· If the parent/carer is seen face-to-face, on the occasion of the first contact with them a written permissions form will be completed to ensure continuing permission to share information for the duration of working with the parent/carer.
· If the duration of support provided to a parent/carer exceeds 12 months, then a renewed permissions form will be completed with the parent/carer.

· When attempting to contact a parent/carer by telephone, if the person is unavailable a simple message will be left by the KPPS worker either on the answer machine or with the answering person. This will inform the person of who called, from where and the number to recontact KPPS on. Specific details will not be given out unless prior permission to do so has been agreed.

· If parents/carers wish to request a copy of the notes that are kept in their casefile by KPPS then they are welcome to do so. All requests will be dealt with promptly with the copy of the information sent out to the parent/carer.

· All work with the parent/carer will be documented in the casefile. Any concerns that a worker has, particularly child protection concerns will be documented in a separate child protection file. This file will be as securely as other casefiles. If a Data Protection request is made, this information will be considered to see if it should be disclosed to the requestor or if it falls into one of the exceptions under the Data Protection Act and should not be disclosed.

· Any volunteers that work with parents will also adhere to the confidentiality policy. However, as volunteers they are also subject to the protection of the policy. No personal details of volunteers will be given out to parents/carers without the express permission of the volunteer. Whilst the volunteer may make telephone calls to a parent from their own telephone they should do so using a caller ID protection system to ensure their own home number is not given out. If a parent/carer is unavailable when a call is made, any message left should leave the parent/carer with the KPPS office number to recontact. KPPS can then inform the volunteer when the parent is free to speak.
How confidentiality is applied within the local authority and with partner organisations

· This policy should be treated as an agreement with the Local Authority which covers ownership of the information that KPPS holds.

· It has been agreed with the Local Authority that despite being directly funded by the Local Authority, KPPS is to be treated for all intents and purposes, as far as is reasonably practicable, as an arm’s length confidential service.

· As such this means that all information and data (written and electronic) held on cases by KPPS is confidential and not freely accessible by other services within the Local Authority. If another service within the Local Authority requests information on a particular case held by KPPS, the permission of the relevant parent/carer will be needed prior to agreeing to share this information. If this request is in relation to casework that the service is currently working on with the parent/carer, their written permission will cover this sharing. If the request is not in relation to the current situation for the parent/carer then a fresh permission will need to be obtained from them.

· This similarly applies to any other partner organisations that KPPS may come into contact with.

· KPPS does not have access to the Local Authority’s EMS database which contains pupil information on all pupils within the Local Authority.

· Direct Line Management of KPPS is aware of this confidentiality policy. All other Local Authority services and partner organisations will be made aware of it as appropriate. A reminder of the policy will be sent out to all schools and services that KPPS is regularly involved with on an annual basis.

· All information leaflets and newsletters made available to parents/carers state within them that KPPS is an arm’s length confidential service. Parents/carers are told to contact the service for more information on this if this they so desire.

How information will be provided to families about the confidentiality policy

· Parents/carers will be informed of the confidentiality policy in a number of ways, depending on how they come into contact with the service.

· On telephone the parent/carer will be informed that KPPS provides a confidential service and that no information will be shared without their express permission unless it falls into child protection exceptions. This will be explained in more detail if parents/carers request it to be.

· If a parent/carer receives more support from the service and sees a member of staff face-to-face they will be verbally reminded and given written information on KPPS’s approach to confidentiality. A permission to share information form will also be completed with them at this time.
· At all times if parents/carers request this full policy on confidentiality it will be made available to them. The full policy will also be available on the KPPS website along with the shortened piece of information generally made available.
The Priority to be given to child protection issues at all times

· The overriding exception to confidentiality for parents/carers is where KPPS receives information that would lead us to believe that a child is or may be at risk. In these situations we have a legal obligation to pass this information on to a Local Authority Child Protection Officer and for them to take action as appropriate according to the individual circumstances of the case. All such concerns will be documented in a separate file to the rest of the case file documentation and will be handled in accordance with the requirements set out in the Data Protection Act 1998.
�





�








August 2008

