Multi-Cultural Family Base

Policy on recording and confidentiality — staff, stidents, volunteers and
Board members

During the course of their work, directors, emplesjevolunteers and students
will have access to personal information relatmgthers. It is important to
respect the right to confidentiality of staff arehsce users by having clear
guidelines on how this information will be store&hen and with whom it may
be shared and for how long it will be retained.

Information about staff, students, volunteers and Bard members

Personnel information should be kept securely eWMICFB office and
should only be accessed on a ‘need to know’ baaighe Office Manager
or in their absence the Chief Executive.

Personal information such as addresses and phaonieens are kept in a
card file held by the Finance Administrator.

Supervision records for staff should be kept sdgurgtheir line
manager, with a copy of the Annual Development Be&placed in their
personnel file.

Information about students will be held by theiagirce teacher and link
worker and should be kept securely.

Information about students will be destroyed omeegractice learning
assessment process is complete.

The principles of security and confidentiality apf written information
and to any form of electronic information.



