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Confidentiality policy (Pt. 2) for Staff and Volunteers

NAME AND ADDRESS OF THE GURDWARA
 Registered Charity Number XXXX







The aim of this policy is to communicate the commitment of the trustees to the promotion of the Confidential policy pt.2 at NAME OF THE GURDWARA and the hereinafter referred to as the XXXX.


XXXX align their principles and code of conduct on religious matters in line with Rehat Maryada. 












This Policy should be read in conjunction with the XXXX Safeguarding Policy. 
Employees/volunteers of XXXX will, in the course of their duties, have access to a considerable amount of personal information relating to members, visitors, children and parents. It is expected that all understand the importance of treating information in a discreet and confidential manner. In particular the following procedure should be adhered to: 

1.	Written records and correspondence must be kept secure at all times when not being used by a member of staff/volunteers.

When the time comes for destruction of records this should be undertaken with care.

2. Any sensitive information regarding a child must only be disclosed to an adult or staff. It is important that staff/volunteers carry out procedures to ensure the authenticity of telephone enquires when not sure of their identity.

3. Staff/Volunteers should communicate any Information relating to safeguarding children and young people to the Co-ordinator in the first instance.

4. Conversations relating to confidential matters should not take place in situations where they may be heard by passers-by, either at the workplace e.g. in corridors, reception areas, lifts or elsewhere, such as public houses or restaurants.

5. The same confidentiality must also be preserved in dealing with matters relating to staff/volunteers. Respect for the privacy of parents should be treated with equal confidentiality.

6. It is expected that all staff/volunteers understand the importance of treating Information in a discreet and confidential manner. Documentation regarding children, staff or volunteers should not be taken without the knowledge of the Co-ordinator. 

7. Each of us have the right to expect information of a personal nature be kept confidential. In return we have a duty to respect the rights of others. Any allegation of a breach of this policy that is brought to the attention of the Co-ordinator will be considered a serious matter and investigated accordingly.   

8. Committee members are prohibited to disclose confidential information relating to members of the XXXX, staff or the public at large, inside or outside the premises.

9. Any group coordinator/team leader will be appointed by the XXXX Management Committee after ensuring they are suitable for the role.  A DBS check will also be done if required for the role.

10. The group coordinator/team leader can select their own team of volunteers who will be required to follow the XXXX policies and any other statutory requirements relevant to their volunteer work.
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CONTACT DETAILS

Name of the Gurdwara / Organisation 




COPYRIGHT

This publication is the copyright of Siri Guru Singh Sabha Croydon, registered charity no. 282163 registered in England. We want our resources to have the maximum impact, therefore you are welcome to reproduce or otherwise distribute this material in whole or part. We simply ask two things: (1) there must be no use for commercial gain, and (2) SGSS is clearly acknowledged with the following wording “Reproduced with permission from SGSS. www.croydongurdwara.co.uk”. If extracts are to be used in another context, permission should be sought in advance by emailing
General.secretary@croydongurdwara.co.uk or by telephone 020 86888155. Thank you.

DISCLAIMER

Whilst every care has been taken in the preparation of this material, Name of your Gurdwara cannot be responsible for action taken or refrained from in reliance thereon. It is recommended that appropriate professional advice be sought in each relevant individual circumstance.
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