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Introduction
The role of Hampshire Parent Partnership Service (PPS) is to ensure parents have access to free confidential and impartial information, advice and support so that they can make informed decisions about their child’s special educational needs (SEN).  These are set out in SEN legislation and the SEN Code of Practice 2001. All PPS staff and volunteers understand and abide by this Confidentiality Policy.

Because any information shared with us is in confidence, it is protected under common Law and the Data Protection Act 1998. The Act can be found at http://www.opsi.gov.uk/acts/acts1998/ukga_1998_en_1
Information held by PPS about families is stored on our secure database which is password protected, and is not accessed by any other section of Hampshire County Council (HCC). The only exception is on occasions when the database has to be maintained. This is carried out by a designated member of the Policy and Resources Team in HCC. He undertakes to protect any data that comes into his remit and not to pass it on or use it for any purpose other than providing technical support to the Parent Partnership Service. All our paper records are kept in locked filing cabinets. The Parent Partnership Service can request information from other departments within HCC, with parents’ permission, but we have no direct access to files held within HCC.
We aim to ensure that the parents of children with additional needs are able to access support and information in complete confidence. All parents contacting the Service are encouraged to share with us any information about their child or family background that will enable us to respond effectively to their needs. Information that parents give us is not shared with any other person without their consent. 

Parents can contact the Service anonymously. If a parent chooses not to provide us with personal information when asked, then no records will be entered on the database, but the parent is still offered support by telephone or email.
Sharing information 

To provide a confidential service we will:
· tell parents that no information they give to PPS is passed on to other organisations unless the parent gives permission for the information to be shared, or there are public interest concerns e.g. child protection. (See Exceptions to Confidentiality below)

· with their permission, store the personal contact details of parents on our secure database in accordance with the provisions of the Data Protection Act 1998.

· post or email an outline confidentiality statement (entitled “Why we keep information about you”) when appropriate to parents explaining how and where we store information about them, how it is protected, and informing them that they have the right to see any information we have about them and their child.
· accept referrals to the service by anyone other than the parent  as long as they have the parent’s permission for this to happen. 

· provide in-depth support only to those parents who hold parental responsibility. Parents may occasionally contact the service independently of each other in which case staff will treat both parties as separate enquiries unless knowledge of previous contact with the service is clearly stated.  
At times cases may be informally discussed and used as case studies for training purposes. Where this happens, PPS staff ensure that any identifying details of individuals are removed so that confidentiality is protected.

Exceptions to confidentiality

The only exception to confidentiality is in regard to information which leads us to believe that a child is at risk.  In those circumstances, we have a legal obligation to pass on concerns in line with local safeguarding procedures.
Ensuring the effectiveness of the policy 

To ensure our Confidentiality Policy is effective: 
· we explain to parents why we keep information about them and their child when they contact us, and we ask permission to add their details to our database. If a parent chooses not to provide us with personal information when asked, then no records are kept on the database
· all PPS staff and Independent Parental Supporters (IPSs) receive a copy of the Confidentiality Policy and it is explained to them
· the Policy is shared with the Local Authority and other agencies so they are aware it exists and they understand it fully
· the Policy is reviewed annually and amendments agreed.
Copies of our Confidentiality Policy and Impartiality Policy are available on request, or can be viewed on our website.
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