A Guide to

Confidentiality in your role
as a volunteer in Tenant Involvement
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Why is confidentiality important?

The purpose of this document is to ensure that tenant volunteers are
aware of the importance of maintaining confidentiality. At times you
may have access to reports and Council policies and it is important to
respect these confidences and not to discuss them outside of your
working groups.

At Tamworth Borough Council we work in accordance with the 1998
Data Protection Act to control the way information is handled. Personal
Data is defined as data that relates to a living individual being
identified. It will cover basic details such as name, address, telephone
number and Date of Birth.

For some of our services, we need to collect personal data so we can
keep in touch to ask you about our services. When you have agreed to
join our database of involvement, for tenant participation, we need to
be able to contact you to invite you to meetings, complete surveys or
the many other ways of getting involved and having your say about the
services affecting you.

Breaches of Confidentiality

Tamworth Borough Council recognises that any breach of confidentiality
may damage the reputation of the organisations services and therefore
has to be treated with the most serious of approaches.

All breaches of confidentiality will be raised immediately with the Tenant
Participation Manager and the Chair of the working group in question
and may result in you being asked to resign from the said group.

How to raise a concern in relation to breaches
of confidentiality

1. In the first instant the tenant volunteer should arrange a private
meeting with the Tenant Participation Manager to discuss their
concerns.

2. The Manager, after listening to the concerns raised, will make

clear, written notes of this discussion.

3. The Manager and the Chair of the individual group concerned will
discuss the full facts of the case and conclude whether further
action should be taken and the individual(s) concerned should be
asked to leave the group concerned.

4, If a Chair Person is not available then a tenant representative will
be elected from another tenant group to investigate the issue
raised.

5. The Chair (or tenant representative) and the Tenant Participation

Managers decision will remain final if they are in agreement that
confidentiality has been breached. However, in cases of serious or
detrimental issues affecting Housing Services the final decision will
be made by the Deputy Director of Housing.



