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Confidentiality

Purpose of the Policy

The nature of our business necessitates staff being party to both client and staff information which is of a sensitive nature. This policy restricts the disclosure of this information to individuals other than on a need to know basis.

Scope of the Policy

This policy is relevant to all core staff, in whatever division of the company, and all field staff in the course of their work.

Policy Statements

ScotNursing Ltd will comply with the Code of Practice on the Confidentiality of Personal Health Information and the Data Protection Act 1998 and implement appropriate procedures for the protection of patient information.

ScotNursing Ltd shall regard as confidential and shall not disclose to any person other than an authorised person any information acquired in connection with the provision of the services, its staff or procedures, the identity of any client, patient or medical condition or service delivered. 

ScotNursing will take appropriate disciplinary action for any breach of confidentiality. We will indemnify the Trust against and keep the Trust indemnified against any claims made by a patient or by any third party as a result of failure by ScotNursing Ltd to maintain confidentiality. 

ScotNursing Limited and its staff must not disclose to any person (other than an authorised person) any information acquired by them in connection with the provision of the services which concerns:

· Scotnursing Ltd. its staff or its procedures
· The identity of any client receiving services from any of ScotNursing’s establishments
All information is any information that:-


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


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


c) 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 written consent.

You shall exercise reasonable care to keep safe all documentary and other material containing confidential information, and shall at the time of termination of your employment, or at any other time, upon demand return to us any such material in your possession.

Confidentiality during Employment

In accepting employment with the Company you acknowledge that the Company business and the future success of the Company relies upon its customers, suppliers and the knowledge of these customers and suppliers contained in the Company’s Client database and Sales Contact Database.  These documents have been developed by the Company and the Company owns all propriety rights in these and they remain confidential to the Company as being the basis on which the Company’s business is developed.  Unauthorized  use and/or copying or any removal from the Company’s premises of this information (unless specific consent in writing is provided by the Chief Executive) will be deemed to be theft and will be reported to the Police.

It is an essential condition of your Contract of Employment that you maintain all information which comes to your knowledge by virtue of your employment as secret and confidential and that this is not disclosed to any other individual. 

You shall not except as authorised or required by your duties reveal to any person or company any proprietary information (which shall be deemed to include all technical or non-technical information, knowledge and training, trade secrets, procedures, formulae, data, know-how, techniques, marketing plans, strategies or information concerning the business, organisation, finances, transactions, customers, products or affairs of the Company including specifically the said Client database, Sales Contact Database (hereinafter called "Proprietary Information") which may come to your knowledge during your employment.   You shall keep with absolute secrecy all Proprietary Information entrusted to you and will not use or attempt to use any Proprietary Information in any manner which may injure or cause loss either directly or indirectly to the Company or its business or may be likely to do so.   This restriction will continue notwithstanding termination of your employment without limit in time. 
During the period of employment you shall use your best endeavours to prevent the divulgence or disclosure to or by any third party of any Confidential Information or any other information which may be harmful to the reputation of character, business, or operational methods of the Company, any Associated Company or any Connected Persons.

You shall not, without the prior written consent of the Chief Executive and shall ensure that neither you nor any of your Connected Persons (which shall be deemed to include your family, friends, relatives and any other individuals or organisations known to you or of which you are part) shall communicate in any way, with any television, radio, newspaper or other media organisation and you shall not at any time either during the continuance of your employment under Contract or after termination of such employment, disclose to any third party or to any television, radio, newspaper or other media organisation any information, of whatever nature which may be harmful to the reputation of the character, business, reputation or operational methods of the Company, any Associated Company or any of their Connected Persons.

ScotNursing acknowledges that in the event of staff acting in breach of any of the above undertakings, the Company is likely to suffer financial damage or damage to its reputation and that in the event of any such damage occurring the Company shall be entitled to raise an action for damages against the staff member in respect of any such loss and/or damage to reputation.

For the avoidance of doubt the provisions hereof are supplementary to and not in substitution or variation of the terms of the Service Contract but in the event of 
any conflict between the terms hereof and the terms of the Service Contract, the terms hereof shall take precedence. 
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