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Volunteer Confidentiality Policy
1. A volunteer of Headway North London (HWNL) shall not (unless legally obliged to do so) either during or after termination of his or her employment or contact with HWNL, divulge or communicate to any person, firm or company (except to those employees of HWNL whose province it is to know the same or except in the proper performance of his or her duties in accordance with this Agreement) any confidential information relating to HWNL, its business, commercial matters and private affairs, trade secrets and those of HWNL’s clients and persons having dealings with HWNL, which may otherwise have come to his or her attention, including without limitation any confidential information relating to:-
1.1 Lists and details of clients and potential clients or suppliers and potential suppliers to HWNL;

1.2 Processes or methods used or to be used by HWNL;

1.3 Any business method, database, computer software or intellectual property used, designed or created in connection with or for HWNL; and

1.4 Business or practice development plans and ideas for future services or any other type of service capable of being used, implemented or adopted by HWNL.
2 Upon the termination of his or her contact with HWNL, a volunteer shall deliver to HWNL or its authorised representative all documents, records, papers, statistics, strategies, plans or property of any nature, which may be in his or her possession or control and which relate in any way to the business or affairs of HWNL and no copies of such documents shall be retained by him or her.
3 The above shall cease to apply to any information or knowledge which comes into the public domain by default.
4 If a volunteer encounters printed, confidential information whilst volunteering at HWNL he or she must hand it in immediately. If given access to files or other confidential written information, he or she will take responsibility for its safe storage and will not remove any information regarding HWNL or its members unless so instructed by a HWNL employee.
5 If given access to the HWNL computer system, he or she will not send any confidential information by email unless given permission by a HWNL employee to do so.
6 If a HWNL member reveals information regarding him or herself or a third party, this will be treated in the strictest confidence.  An exception being where such information gives rise to concern for the safety of the member and/ or others.  In this instance, the volunteer is duty bound to report it to HWNL employee.
7 A volunteer may not repeat any verbal information about individual members that could identify them.

8 A volunteer may not pass on personal information about one member to another without expressed permission.
I have read and understand the above policy regarding Confidential Information at Headway North London and agree to abide by it:
Volunteer Name





Volunteer Signature
Date
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