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Coping with Cancer in Leicestershire and Rutland 

Confidentiality Policy 
 

 

Introduction 
  

Coping with Cancer in Leicestershire and Rutland (CWC) is committed to 

maintaining high standards of confidentiality in all aspects of its work, to protect the 

privacy of staff, volunteers, clients and potential clients. CWC takes confidentiality 

seriously and understand the importance of having a clear process in which we deal 

with issues that result in breaching confidentiality. 

 

The purpose of this policy is to give guidelines on maintaining confidentiality and the 

circumstances where disclosures may be necessary and the procedure for doing so. 

 

CWC recognises that employees, volunteers and trustees gain information about 

clients and organisations during the course of their work or activities. This policy 

aims to give guidance but if in doubt, seek advice from the Charity Manager. 

  

Who the policy applies to 
 

This policy applies to all staff and volunteers, including trustees, of CWC. 

 

General Principles 
 

Confidentiality exists between the client and CWC, not with the individual worker.  

Employees and volunteers should not exchange personal information or comments 

(gossip) about individuals with whom they have a professional relationship. 

 

Employees and volunteers should not talking about CWC, external organisations or 

individuals in social settings. If this occurs then CWC will deem this as breach of 

professional conduct and CWC will pursue this further formally. 

 

Employees and volunteers will not disclose to anyone, other than an appropriate 

staff within the leadership framework, any information considered sensitive, 

personal, financial or private without the knowledge or consent of the client. 

 

Clients will complete a consent form at the initial assessment stage, the client will be 

informed that CWC will maintain complete confidentiality at all time, however: 
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Information will remain confidential to the client and CWC, except in the following 

circumstances: 

 

• If the client discloses information that indicates that a child, young person or 

vulnerable adult is at serious risk of harm 

• Where the life of the client or a third party is at risk of significant harm 

• Where an illegal act has taken place 

• Where there is a legal requirement for ewe to disclose information 

• Where a criminal offence has been committed as per below: 

 Fraud 

 Theft 

 False accounting 

 Forgery 

 Bribery 

 Corruption 

 Acts of terrorism 

Drug trafficking 

Money laundering 

 Or other criminal offence. 

 

Employees or volunteers must report information which falls into the above to a 

member of the safeguarding team who will provide advice, support and take further 

action if needed. 

 

Other confidential information which does not fall into the above categories, must 

only be disclosed with the consent of the client and after a discussion has taken 

place with a member of the safeguarding team. In no circumstances should any 

client's details or information which could identify the client, be made public. 

 

Referrals to other professionals or agencies will only be made after permission has 

been obtained from the client and if in the best interest of the client. 

 

If an employee or volunteer is approached by the police for information about a client 

the police must be referred to the Charity Manager. No information about a client 

including the fact of any visit he/she has made can be divulged without the client's 

express permission. If an individual is then subpoenaed (volunteer or employee), 

whether criminal or civil case, he/she can be compelled to give evidence in court. 

CWC will fully support the staff, trustee or volunteer within this process and if needed 

will provide further external support such as counselling, supervision or any other 

suitable service. 
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Access to Information 
 

Employees and clients wishing to access their files can do so by requesting it in 

writing to the Charity Manager or Board of Trustees. Where personal information of 

staff, trustees, volunteers and clients are being requested to be disclosed, CWC will 

consider the request and provide information if needed with the consent of the 

person this information is about. Although there may be cases where there is a legal 

matter or dispute where consent may not be sought due to the nature of the 

information that is being requested. 

 

Employees and volunteers must ensure that all confidential paperwork and 

information are stored appropriately and that computer screens should be locked if 

you are away form your desk. 

 

Storage of Information 
 

CWC is registered under the Data Protection Act 1998 and will ensure that 

information relating to individuals is obtained fairly, kept up to date and stored 

securely and that the client whose data is stored has rights of access enabling them 

to check the accuracy of that information, as required by the Act. 

 

Any information about clients is kept in locked filing cabinets with access to all those 

who have the authorisation to do so, for example, counsellors will have access to the 

client counselling cabinet but nothing else.  

 

Employees' personnel information will be kept in a locked filing cabinet and will be 

accessible to the Charity Manager. 

 

CWC complies fully with the Disclosure & Barring Service (DBS) regarding the 

correct handling, use, storage, retention and disposal of DBS’s and disclosure 

information.  

 

However, CWC may keep a record of the date of issue of a Disclosure, the name of 

the subject, the type of Disclosure requested, the position for which the Disclosure 

was requested, the unique reference number of the Disclosure and the details of the 

recruitment decision taken. 

 

Breach of confidentiality 
 

Employees, volunteers, trustees and clients who are dissatisfied with the conduct or 

actions of other colleagues or CWC should raise this with the Charity Manager using 
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the grievance procedure (see separate grievance procedure), if necessary, and not 

discuss their dissatisfaction outside of CWC. 

 

Employees accessing unauthorised files or breaching confidentially will face 

disciplinary action. Ex-employees breaching confidentiality may face legal action. 

 

For the avoidance of doubt, if a breach of confidentiality is proven, the employee 

concerned will be subject to summary dismissal without notice or pay in lieu of 

notice, on the grounds that this will be deemed to be gross misconduct. 

 

Whistle-blowing - see separate whistle-blowing policy 

 

Breaches of confidentiality may jeopardise the wellbeing of staff and clients and 

consequently will be subject to disciplinary proceedings. 

 


