
 

Confidentiality Policy  
 

Introduction 

As an accredited Centre, Phoenix Consultancy’s work includes the handling of confidential 

information. Our Confidentiality Policy reflects every individual right to privacy and 

confidentiality, whilst at the same time reflecting the necessity of accessing and sharing 

essential information.  

 

We must also balance the desire for confidentiality against the responsibility of care that we 

have for candidates and clients and our need to ensure their ultimate health and wellbeing. To 

ensure that all those using and working with information in the Centre can do so with 

confidence, we respect confidentiality in line with the requirements of the General Data 

Protection Regulation 2018 (GDPR). 

 

Please also see Data Protection Policy and Data Retention Policy. 

      

Policy Principles 

The Centre, as a place of work and study, should be a place where all individual’s right to 

privacy and confidentiality is respected and upheld, wherever this does not conflict with the 

health and wellbeing of candidates, clients and members of staff. 

      

Aims 

To allow candidates and clients to study and members of staff and to work in an environment 

where their right to privacy and confidentiality are respected, wherever this does not impinge on 

the health and wellbeing of the candidates and clients in the Centre. 

   

To deal with information about candidates, clients and members of staff in a sensitive and 

appropriate way, ensuring appropriate levels of confidentiality and that information is shared on 

a strictly ‘need to know’ basis. 

   

To maintain records in an agreed and secure way, destroy them appropriately, after an agreed 

time in line with the Data Retention Policy. 

   

To ensure that any outside agencies or visitors to the Centre are made aware, where 

appropriate, of the policy regarding confidentiality and agree to conform to it. 

   

To challenge and respond to situations in which any members of staff, candidates, clients or 

visitors feel that their right to privacy and confidentiality has not been met 

  

 

 

 

 

 



 

 

      

Data Protection 

The following measures are in place to ensure that confidential information is stored and dealt 

with appropriately and all members of Phoenix Consultancy staff should ensure that they 

familiarise themselves with them and follow them carefully: 

● Candidates’ and clients’ records are kept in locked filing cabinets in offices to which they 

do not have access.  

● Access to computerised files is strictly limited. 

● Records on lesson observations and performance management discussions are kept in 

locked filing cabinets and in restricted access areas of the system. 

● Candidate and client files are retained for seven years and then destroyed. 

● Care is taken not to display information of a personal nature on notice boards. 

● Discussing candidates, clients, visitors or staff members’ personal matters in a general 

and or public way is discouraged. 

   

The Phoenix Consultancy, Centre Co-ordinator, Charlie Mitchell will be responsible for 

compliance with the regulations. 

 

Appropriate disclosure will be made to candidates, clients and visitors to explain the 

requirements for holding data and making returns to other organisations. 

 

The Centre will make sure appropriate procedures are in place to ensure that the passing of 

‘sensitive’ personal data will be done in a secure manner. 

 

Training opportunities will be made available to ensure that members of staff are aware of the 

principles of confidentiality as they affect their working practice. 

 

The Centre will respect personal requests for confidentiality with regard to ‘sensitive’ data and 

aim to provide a quality service within the scope allowed. 

 

In the event of a request for confidentiality with regard to ‘sensitive’ personal data, any genuine 

concern regarding Health and Safety and/or duty of care to the candidate or client, may override 

the request. 

 

Personal data will not be released to a third party where this contravenes the General Data 

Protection Regulations. 

 

Responsibility for Policy:    
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Centre Co-ordinator 
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