

Standards for Community Services                     Standard 4 (Confidentiality and privacy)

	<<Insert name of organisation>>

	Policy: Confidentiality


	Policy number:                                                    Date adopted:

	Authorised by:

	Date last reviewed:


	Reviewed by<<Insert name of officer, position title>>
	Date of next review:


Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Queensland Standards for Community Services


	Standard 4 (Confidentiality and privacy)

	Other standards
	<<Insert other accreditation systems that apply>>

	Legislation or other requirements
	<<Insert legislation that applies>>


1. Purpose: Why do we have a confidentiality policy?

To provide an effective and high-quality service and to maintain appropriate accountability, we must collect, store and sometimes share relevant personal information about our clients. It is important that we are consistent and careful in the way we manage what is written and said about a client and how we decide who can see or hear this information. 

Our clients have legislated rights to confidentiality and privacy, and to accessing their own records. It is essential that we protect and uphold these rights, and also that we act correctly in those circumstances where the right to confidentiality or privacy may be overridden by other considerations. 
To uphold the rights of clients to confidentiality and privacy, each staff and management member needs an appropriate level of understanding of: 

· confidentiality, limits to confidentiality and obtaining clients’ consent to share information about them
· our processes for providing information to people using our services. 
You may wish to write your own purpose statement for your organisation. Otherwise, refer to section 1 of the confidentiality policy template guide for questions to consider when customising this section.
2. Scope

This policy will apply to <<Indicate which clients, stakeholders and staff the policy will apply to>>

 FORMTEXT 
 <<Are there any limits or conditions on the way the policy applies to some people?>> 

Refer to section 2 of the confidentiality policy template guide for questions to consider when customising this section.
3. Policy statement: Our commitment

<<Insert organisation name>> is committed to protecting and upholding the rights of our clients to confidentiality. This means that we make sure no personal information about a client is shared with anyone, on purpose or by omission, unless the client has given their informed consent or in special circumstances where the law allows an exception. Specifically, we will:

· <<What will your organisation do to implement this policy? List your actions below. These will be reflected by and further described in your procedures>>
Your organisation may wish to develop its own policy statement. Otherwise, refer to section 3 of the confidentiality policy template guide for examples to consider when customising this section.
4. Procedures

Your organisation may wish to develop its own statements about its procedures. Otherwise, refer to section 4 of the confidentiality policy template guide for examples to consider when customising this section.
4.1 Confidentiality
Our principles for ensuring confidentiality are:

· <<List the principles that underpin your approach to confidentiality>> 

We manage our obligations in relation to: 

· confidential information about our clients
· information sharing for case management purposes by making sure that:
· <<Describe how employees, volunteers and managers meet their legal and ethical obligations when collecting or handling confidential information>>
Refer to section 4.1 of the confidentiality policy template guide for examples to consider when completing this section.
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	<<List related policies>>

	Forms or other organisational documents
	<<List other organisational documents>>


Refer to section 5 of the confidentiality policy template guide for examples to consider when completing this section.
6. Review processes

	Policy review frequency: <<Indicate how often this policy will be reviewed>>
	Responsibility for review: <<Indicate who will review this policy>>

	Review process:<<Describe how the policy will be reviewed>>

	Documentation and communication:<<Describe how the policy decisions will be documented and communicated>>


Refer to section 6 of the confidentiality policy template guide for examples to consider when completing this section.
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