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1.12 

Privacy, Dignity and Confidentiality

(standard 2.2, 2.3)

SUFY recognises, respects and protects the individuals right to dignity, privacy and confidentiality. SUFY keeps records about the advocacy work that we undertake on behalf of individuals. 

1.12.1
Individual advocacy information and files.

(standard 2, 3.3, 4)

Information is kept at SUFY about each individual we are advocating for/with.  

The reasons SUFY keeps this information is to:

· Keep a record of the advocacy effort

· Maximise the advocacy effort

· Be accountable

· Fulfil the requirements of the funding body.

The information SUFY collects about the individual includes:

· Contact details

· The date SUFY started working with the individual

· The advocacy issues being worked on

· Any actions undertaken and the reason for these actions

· Phone calls made and received

· Letters sent and received

· Meetings attended

1.12.2
The individual SUFY is working with has the right to access their information on file. 

·  The advocate will talk to the individual at the first contact about the information being collected and tell them how they can access their file.

· If an individual wishes to see the records kept about him or her on file at SUFY, an appointment can be made with the advocacy worker to do this. Advocacy worker will talk to the individual and explain the content of the file.

· However if the advocate considers that some personal information may be distressing or damaging to the individual the advocate must meet with the Coordinator or other advocacy worker to discuss their concerns about how this information is released to the individual. 

· SUFY will then ensure that  the information is released with the guidance and support of other appropriate individuals or professionals:

· A supportive family member or friend

· The persons general practitioner or psychiatrist

1.12.3
Releasing personal information of individuals. 

· Where possible the individual who SUFY is advocating for will need to sign an authority to disclose information and this will be kept in the individual’s file. Authorities to disclose information will need to be obtained from the individual on an annual basis or more often if circumstances require it.

· The release of this information must be a strategy to achieve a planned individual advocacy goal. 

· The need to release this information must be based on a planned positive outcome for the individual.

· Where information is released SUFY will try to ensure that the Government Department or agency receiving this information has in place a privacy and confidentially policy or is under the Privacy Act 2000.

1.12.4
When SUFY advocates cannot obtain consent from an individual or involve an individual in advocacy actions.

(Standard 2.2)

SUFY acknowledges and respects the individual’s right to be informed of and involved in all of the actions that the advocacy worker undertakes on the individual’s behalf. This includes the planning of our advocacy strategies. 

However, sometimes it is not possible to consult with an individual or it may not be in the best interests of the individual to involve the individual in the advocacy efforts. This might result from the individual’s capacity to understand the circumstances that our advocacy aims to address or because the person may place himself or herself at greater risk if they are aware of the actions we are going to undertake on their behalf. 

For example, if it is clear to SUFY that an individual, who regularly makes poor decisions placing them at risk of harm, is in need of a substitution decision maker, SUFY may make an application to the Guardianship and Administration Tribunal. Should the person strongly oppose such action, SUFY may have no option, should we feel it is in the person’s best interests, than to proceed without the person’s consent or knowledge. In doing so SUFY advocates will disclose information about the individual without that individual’s consent.

When SUFY advocates for individuals who cannot consent to or be involved in advocacy actions, then SUFY advocates will do the following:

· Attempt to inform the individual as soon as practical of the actions the advocate has undertaken.

· Always be mindful of what the individual’s wishes may be.

· Consult with relevant people in the person’s life, especially family and other individual’s who have the person’s best interests at heart.

· Should a formal guardian or administrator be appointed for the specific matter before the advocate, then authority must be sort from this guardian or administrator before the advocate can proceed, unless the advocacy is against the guardian or administrator.

· Where a person does have the capacity to understand the circumstances however consent cannot to be obtained, or the person is not to be informed of the advocacy actions, relevant records will be kept on the person’s file documenting the times, reasons and response when an advocate acts without consulting the individual. A note shall also be made in the person’s Advocacy Plan. 

· In the instance where a person can never be consulted due to their capacity, a note is to be made in the person’s Advocacy Plan.  Where this decision is likely to be controversial this dilemma will be discussed with management committee without revealing thee identify of the individual.

SUFY has an obligation to keep the information safe and secure.  The file is kept in a locked filing cabinet.  The SUFY computer has a password installed so that only authorised personnel have access to any private information kept on the computer.

When personal information about individuals is sent by fax a clause highlighting the confidentiality of this information is included on the fax.

SUFY has an obligation to prevent unauthorised use of information.  The only people who have access to the information are the advocacy workers and the individual concerned.

1.12.5
Under the Terms and Conditions of SUFY’s funding agreement, SUFY is obliged to provide the Department of Health and Family Services with information (including personal information) with regard to the operation of the organisation.
SUFY has an obligation to ensure that the information is up to date and accurate.

SUFY has an obligation to ensure that the information is presented in a way that is accessible to the individual concerned.  This means that information will be written in plain English.

SUFY undertakes to store personal files in a secure place for seven years from when advocacy for the person ceased.  After this time, the files will be shredded.
Information about the collection, storage and disposal of personal information is included in an information kit given to new people who receive advocacy. 
1.12.6
 Organisational information and files.

Standard 4 

SUFY has a mailing list and this is private and cannot be given to other people or organisations to use.

Complaints are dealt with in accordance with SUFY’s Complaints Procedure Manual.  Information about individuals who make complaints about SUFY is confidential.

The management committee and staff of SUFY are committed to confidentiality and do not discuss any issues of a confidential nature outside of SUFY.

1.12.7 Safeguards to guide best practice when advocacy actions 

involve the media.(Standard 4.5)

Guidelines to safeguard the individual and the advocacy actions.

· The media is only used as a last resort strategy when all other strategies have not been able to protect the fundamental needs of the individual

· The process and outcomes of contacting the media must be in the best interest of the individual and not make them more vulnerable.

· Prior to contacting the media SUFY would talk to the individual and or significant others about the possible benefits and disadvantages of going to the media.

· SUFY to use media only if the issue is a matter of public interest

· The identity of the person that SUFY is going to the media about would not be revealed unless SUFY thought that this was in the interests of the person as a necessary part of the advocacy strategy. In addition to this SUFY would need the permission of the individual if they were able to give it or the permission of a family member. If the individual was unable to give permission SUFY would need to approach the Adult Guardian to seek consent for this to occur.

· SUFY will be mindful that a positive image of the person is portrayed.

· SUFY will endeavour to read all media articles prior to their release.
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