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Confidentiality Policy 
 

Confidentiality is the protection of information given by, or about, any client 

working with CREST. Confidentiality is between the client and the 

organisation, not just between the client and the individual employee. The aim 

is to facilitate the provision of the best service and to avoid burdening 

individual employees with information they cannot share. Where external 

supervision is used, the supervisor is deemed an employee of CREST and is 

bound by this policy 

 

All information given to an employee, volunteer or any other person who may 

become connected with the client will be treated in the strictest confidence. 

No disclosure of any information may occur without the expressed consent 

and wishes of the client. Similarly, any information given to the employee by 

any other person will be relayed back to the client. Others should therefore 

take care NOT to tell the employee or volunteer anything that they would not 

be happy for the client to know. Employees and volunteers must make this 

clear at all opportunities during the course of their work 

 

CREST’s policies relating to confidentiality must be explained to clients at the 

outset. It must be made clear to all employees that information relating to any 

client, whether past or present must not be discussed outside of the service. 

Any disclosure of this kind will be deemed a breach of confidentiality and will 

be taken up under the Disciplinary Procedure  

 

Information concerning a client will only be discussed with other agencies at 

the expressed request of the client. Clients and their circumstances will not be 

discussed with relatives, friends or anyone else without the client’s permission.  

Other agencies must be informed that they should only pass on information 

about clients to CREST employees which they are happy for the clients to 

have. CREST employees have a duty to share all information they are given 

with clients 

 

As far as is possible, employees are responsible for ensuring that clients are 

aware of this policy at the start of a partnership and that they are reminded of 

the policy when necessary.  Individual employees and the organisation as a 

whole are responsible for ensuring that all relevant agencies and employees of 

those agencies, are kept aware of this policy 

 

 



Access to Information 
 

Clients of CREST’s services have the right of access to any notes or records 

taken by the employee for the purposes of their work. Such notes should be 

kept securely and treated as totally confidential to the service client 

relationship 

 

 

 

 

The only exceptions to this are: 

 

 Employees may discuss clients with the manager, supervisor and within 

the team for the sole purpose of gaining support or clarification on 

issues raised to enable them to provide a complete service to the client 

 Clients may request that all or part of the information relating to their 

case be passed onto another agency or professional 

 Where an employee or volunteer has serious concerns about the 

possibility of self harm or harm to others 

 Where they are reasonably satisfied that the client has not informed 

professionals of their level of distress, the employee must inform the 

manager to discuss what, if any, action needs to be taken. Following 

such discussion and if agreed, the employee may, after encouraging 

the client to inform staff how they feel, tell the relevant professionals 

what has been revealed to them. Any such disclosure should be purely 

for the purpose of alerting staff of potential risk of harm and should 

therefore avoid unnecessary breaches of confidentiality      

 

Employees and volunteers must inform clients that confidentiality will not be 

given where there is evidence that failure to disclose information might place 

the client or someone else at risk of physical harm. In addition, confidentiality 

will not be given where there is disclosure of: 

 

 Sexual abuse, or potential sexual abuse to a child 

 Sexual abuse, or potential sexual abuse to an adult who, either through 

mental ill-health or significant learning disability, is unable to say ‘no’ 

 

If any employee or volunteer deems it necessary not to offer confidentiality, 

they will inform the client of their intention unless this in itself places the 

client, the employee, volunteer or another at immediate risk. As far as is 

possible, the employee or volunteer will negotiate with the client the way in 

which such information is communicated, to whom it is given and by whom, 



the client or the employee. Any employee or volunteer finding themselves in 

this position must inform the manager  

 

Requests for information regarding a client from the police will only be given 

with the permission of the client unless it is established that failure to disclose 

information may seriously prejudice or delay the investigation of a serious 

crime. The manager must approve all decisions regarding disclosure to the 

police. If there is any disagreement, the matter should be referred to the Chair 

of the Management  

Committee 

 

Manual records must be stored in secure filing cabinets and computer records 

must be kept on individual employee’s floppy disks and password protected. 

 

Data Protection 
 

CREST is registered under the Data Protection Act 1998 and duly complies 

with its regulations 


