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Confidentiality Policy
Purpose
The purpose of this policy is to ensure that personal and sensitive information relating to members, volunteers, trustees, and other individuals connected with the Faversham and District u3a is handled responsibly, securely, and in accordance with applicable data protection legislation.
Scope
This policy applies to all trustees, committee members, volunteers, group leaders, and any other individuals acting on behalf of the u3a.
Principles
The u3a is committed to:
· Respecting the privacy of its members and volunteers.
· Keeping personal information secure and confidential.
· Using personal information only for legitimate u3a purposes.
· Complying with relevant data protection laws and regulations.
· Ensuring that confidential information is disclosed only when authorised or legally required.
Confidential Information
Confidential information may include, but is not limited to:
· Personal contact details of members and volunteers.
· Health, welfare, or accessibility information.
· Financial information.
· Committee and trustee discussions that are not intended for public release.
· Information relating to complaints, disputes, safeguarding concerns, or disciplinary matters.
· Any information marked or reasonably understood to be confidential.
Responsibilities
Trustees, committee members, volunteers, and group leaders must:
· Keep confidential information secure and prevent unauthorised access.
· Not disclose confidential information to third parties without appropriate authority.
· Use personal information only for U3A-related activities.
· Take reasonable care when handling emails, documents, and electronic records.
· Report any suspected data breach or unauthorised disclosure promptly to the committee.
Information Sharing
Confidential information may be shared only:
· With individuals who need the information to carry out their u3a responsibilities.
· With the consent of the individual concerned.
· Where required by law.
· Where necessary to protect the safety and wellbeing of an individual.
Meetings and Discussions
Committee and trustee discussions may involve confidential matters. Participants should:
· Treat sensitive discussions as confidential unless agreed otherwise.
· Not share confidential information outside meetings.
· Store meeting papers securely and dispose of them appropriately when no longer required.
Records and Storage
The u3a will:
· Store records securely, whether in paper or electronic form.
· Restrict access to authorised individuals.
· Retain records only for as long as necessary.
· Dispose of records securely when no longer required.
Breaches of Confidentiality
Any breach of this policy will be taken seriously and may result in appropriate action by the committee. Serious breaches may be reported to relevant authorities where required.
Review
This policy will be reviewed regularly by the committee and updated as necessary to ensure continued compliance with legal and organisational requirements.
Approved by: ____________________
Position: __________________
Date: ____________________
Review Date: ____________________
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