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  Kids Come First

Confidentiality Policy

Kids Come First Management Committee and staff understand that the service holds and deals with confidential information relating to service users and their families.
Access to Personal Records

All paperwork which contains confidential and sensitive information will be kept in a lockable filing cabinet which is only accessible to staff and the Executive members of the Management Committee.

At no time will members of the Management Committee and staff discuss sensitive information relating to service users or their families to members of the public.  It is however recognised that there may be special circumstances in which information will be required to be given to third parties.
SCSWIS (social care and social work improvement Scotland care inspectorates) may access any records held by the organisation.

Parents and carers may access sight of their children’s records by submitting a written request to the Manager Coordinator.

Kids Come First Management Committee and staff will comply with Child Protection policy and procedures and understands that when this policy is initiated, it may be required to share sensitive information with relevant Social Work, Police or other statutory departments.

Unless there are exceptional circumstances no information about an individual will be passed to any third party or agency without the permission of the individual involved unless:

· Failure to share information puts a third party at risk

· Failure to share information puts the service at risk

· Police or Sheriff Officers have requested information backed up with the necessary legal documentation.

Kids Come First Management Committee members will understand that all business discussed at Management Committee Meetings is confidential and members will not discuss any business or the personal details of staff, service users and their families with the general public.

