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Confidentiality Policy

It is important that all information held on the member is kept securely and confidentially. It is also important that the member is fully aware of how and where the information will be stored.  The information will only be accessible by relevant Union Learning Representatives to help the member with any learning or IAG needs. Any action points that are dealt with should be recorded and documented within the members records. This information would also need to be passed onto the member on a regular basis. Any member who has left the business and is no longer active will have their records destroyed in a secure manner after 12 months unless advised by individual providers. 
All records will either be kept at either the workplace learning centre or the union’s branch office. All records will be kept securely locked in either a filing cabinet or on a password protected computer. All these records are reviewed on a regular basis and if an individual leaves the business they will if possible take any relevant information with them. Any individual’s personal details will be securely destroyed when it is no longer needed. The information gathered is also used to generate outcomes for the various projects that the union is involved in. The information is generally recorded on the member’s individual learner plan.

All action plans will be kept at either the workplace learning centre or the union’s branch office. A copy of this action plan is also given to the member. All the action plans will be included in the members file which will be kept securely locked in a filing cabinet. All the action plans are reviewed on a regular basis with the member. Any individual’s personal details will be securely destroyed when it is no longer needed. The information is generally recorded on the member’s individual learner plan.
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