The Student Advice & Information Centre

Confidentiality Policy & Procedure

Confidentiality Statement

The Student Advice & Information Centre (SAIC) is committed to providing a confidential advice and information service to its service users.  The SAIC believes that principles of confidentiality must be integrated across all aspects of services and management.  The SAIC believes its users deserve the right to confidentiality to protect their interests and safeguard the Centre’s services.  This confidentiality policy will be displayed in the waiting area and in the interview rooms.  The policy can also be viewed/downloaded from the Students’ Union website at www.huddersfieldstudent.com/advice.
Definition of confidentiality

The Student Advice & Information Centre (SAIC) understand confidentiality to mean that no information regarding a service user shall be given directly or indirectly to any third party, without that user’s prior expressed consent to disclose such information.

SAIC staff may need to discuss individual cases and all Centre staff has access to written and electronic information about service users.  Centre staff will not confirm the user’s presence in the Centre or use of the Centre without the user’s prior consent.

Collection & storage of personal data
In accordance with the Data Protection Act 1998, the SAIC will obtain consent from service users to collect and store personal data.  This information may be stored and processed electronically on a secure case management system, Advice Pro, for the purposes of record keeping and to enable statistical analysis.  All paper case records, including rough notes, copies of correspondence and any other information will be kept in locked filing cabinets within the Centre.  
Service users may request access to their personal files. Such requests should be made to the Student Advice and Information Centre Manager. All electronic and paper case records are kept for six years from the end of the academic year of the service user’s last visit to the Student Advice and Information Centre and then securely destroyed.
Breaches of confidentiality

The Student Advice & Information Centre (SAIC) recognises that occasions may arise where individual staff believe it is necessary or appropriate to breach confidentiality. These circumstances include:

· Prevention of terrorism

· Risk of harm

· Child abuse

· Providing information to the police

On occasions where a member of SAIC staff feels confidentiality should be breached, the following steps must be taken:

· The matter should be raised immediately with the Manager, or the Manager will discuss the matter with at least one of the Advisers or the Membership Services Manager

· The staff should discuss what options are available in each set of circumstances and the Manager should take a written note of the discussion

· The SAIC Manager/Membership Services Manager is responsible for making a decision on breach of confidentiality.

· If a decision is taken to breach confidentiality a full, written report should be made and attached to the service user’s case sheet.

Expressed consent
It is the responsibility of Student Advice & Information Centre (SAIC) staff to ensure that when any verbal or written action is agreed to be taken by the Centre on behalf of a service user, that service user must first sign an authorisation form, which then should be placed on the service users file.  A copy should also be included with any documents sent on behalf of the service user.

All details of expressed consent must be recorded on the case records.
Statistical recording

The Student Advice & Information Centre (SAIC) is committed to effective statistical recording and data will be produced to monitor the use of the service and identify trends, areas of concern and policy issues.  It is the Manager’s responsibility to ensure all statistical records given to third parties shall be produced in anonymous form, so individuals cannot be identified.  This includes the preparation of anonymised statistical reports by Resolution and access and use of such reports by Advice UK, partners in the Advice Pro case management systems, for its own commercial purposes.
 Legislative framework
The Student Advice & Information Centre will monitor this policy to ensure it meets statutory and legal requirements.  The procedure will be reviewed annually by the Manager.
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