Wakefield District Families Information Service
Confidentiality Policy

Wakefield District Families Information Service (WDFIS) is provided and delivered by Wakefield Council.  It is an integrated service comprising:

· Choice Advice Service


· Families Information Service

· Parent Partnership Service

WDFIS is committed to keeping the personal details, including any sensitive information, relating to any service user or their child confidential.  
To ensure parental confidence in the impartiality of these services, WDFIS retains ownership of all information provided by, or pertaining to, service users and their families in accordance with the policy outlined below.

Underlying Principles
· All information obtained from, or about, families is to be regarded as confidential.  We will not divulge the personal details of any service user, the requirements of such users, nor any details of the response in any form
· WDFIS will not share information on children and families with any other local authority employee, department or external agency unless parents/carers have given their permission in advance unless an exemption applies*.
· Parental permission must be obtained before services or individuals involved with the family (e.g. schools, GP, local authority (LA) etc.) are contacted by WDFIS.
Confidentiality in Practice
To support this policy, the following statements will apply to all aspects of service delivery:  

· We will inform all service users of the service’s policy on confidentiality.
· We will observe any individual’s right to request anonymity.
· We will inform service users of their right to see any information held on them and their children.
· We will publish this policy on the internet and provide copies of this policy on request.
· We will observe the individual’s right to discuss their requirements in private.
WDFIS, as part of Wakefield Council, is registered with the Information Commissioner’s Office (ICO) as required by the Data Protection Act.  
WDFIS will ensure all data is managed in accordance with the 8 principles of data protection:
	Data Protection Principles
	What this means in practice:

	· Fairly and lawfully processed 

· Processed for limited purposes 

· Adequate, relevant and not excessive 

· Accurate and up to date 

· Not kept for longer than is necessary 

· Processed in line with your rights 

· Secure 

· Not transferred to other countries without adequate protection
	We will tell you what we will do with your information

We will be clear about why we are collecting your information.

We will not hold more information than we need.
We will take reasonable steps to ensure any personal information is accurate.

We will update, remove or securely delete information if it goes out of date.

We will give you a copy of any personal information we hold about you.

We will have procedures and systems to keep your information secure.

We will not send personal information outside of the European Economic Area.


*Exemptions
In certain circumstances there will be exemptions to this policy, these are:
a) Where there is a child protection issue.

b) Where the request is made in connection with crime and taxation

c) Where provision fails to meet legal or quality requirements

This policy will be reviewed annually and in light of best practice.
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