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The Charity of the Order of The Regular Canonesses of the Holy Sepulchre of 
our Lord 
A Charitable Incorporated Organisation (CIO)  
________________________________________________________________ 

 
CONFIDENTIALITY & DATA PROTECTION POLICY 
 

1. Scope 
 
 This policy applies to the Canonesses, staff and volunteers. 
 

2. Background 
 
 The Charity acknowledges that much of the information held about our service users, staff and volunteers is 

sensitive and needs to be handled carefully. The Charity is committed to respecting the confidentiality and 
privacy of all people about whom it holds information. Service users, providers, staff and volunteers have a 
right to know what information is held about them and the right to change this information if it is inaccurate. 

 

3. Sharing Information  
 
 The Charity will not divulge any personal details of service users or personnel involved in the service to outside 

agencies without their prior express permission except in the circumstances outlined below. 
 
 Personal information may only be shared in exceptional circumstances without the person’s express 

permission if: 

• There are concerns over the person’s care and treatment. 

• There are concerns regarding risk management and it is inappropriate to discuss these with the person 
involved (for example, if the person is felt to be in denial regarding the current state of their mental 
health). 

• Disclosure can be justified for other reasons such as a need to protect the public or related to the 
Charity’s Duty of Care. 

• Disclosure of the information is permitted or required by statute or court order. 
 

Otherwise, all information that: 

• is or has been acquired by you during, or in the course of your employment, or has otherwise been 
acquired by you in confidence, 

• relates particularly to our business, or that of other persons or bodies with whom we have dealings 
of any sort, and 

• has not been made public by, or with our authority, 
shall be confidential, and (save in the course of our business or as required by law) you shall not at any time, 
whether before or after the termination of your employment, disclose such information to any person 
without our written consent. 

 
You are to exercise reasonable care to keep safe all documentary or other material containing confidential 
information and shall at the time of termination of your employment with us, or at any other time upon 
demand, return to us any such material in your possession. 
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In particular, you must make yourself aware of our policies and procedure on service user confidentiality and 
data protection in relation to personal data and ensure compliance with them at all times. 

 
Service users should be informed if information has been disclosed without their permission at the earliest                      
appropriate opportunity. 

 

4. Data Protection 
The General Data Protection Regulation (GDPR) and the current Data Protection Act regulates our use of 
your personal data. As an employer, it is our responsibility to ensure that the personal data we process in 
relation to you is done so in accordance with the required principles. Any data held shall be processed fairly 
and lawfully and in accordance with the rights of data subjects. 

 
We will process data in line with our privacy notices in relation to both job applicants and employees. 

 
You have several rights in relation to your data. More information about these rights is available in our 
“Policy on your rights in relation to your data”. We commit to ensuring that your rights are upheld in 
accordance with the law and have appropriate mechanisms for dealing with such.  

 
We may ask for your consent for processing certain types of personal data. In these circumstances, you will 
be fully informed as to the personal data we wish to process and the reason for the processing. You may 
choose to provide or withhold your consent. Once consent is provided, you are able to withdraw consent at 
any time. 

  

5. Implementation 
 

You are required to comply with all Charity policies and procedures in relation to confidentiality and the 
processing of data. Failure to do so may result in disciplinary action up to and including dismissal. 
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