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African Heritage Alliance (‘AHA’)
Confidentiality Policy
Purpose
The African Caribbean Centre, under the management of the African Heritage Alliance, is committed to maintaining the highest levels of confidentiality to protect the families, volunteers, and staff associated with the Family Contact Centre. This policy ensures neutrality, upholds privacy, and safeguards individuals, particularly in sensitive situations involving family dynamics or personal safety concerns.

Confidentiality Guidelines
1. Records Management
When working within the supervised contact we maintain appropriate records to facilitate its operations while ensuring privacy:
· Maintained Records:
· Attendance records, including dates and times of family visits.
· Emergency contact information.
· Records of accidents occurring within the Centre.
· Triggers and preferences of the parent and/or child
· Retention Period:
· Referral forms and associated records are securely destroyed one year after a family ceases using the Centre.

2. Restrictions on Information Sharing
To protect privacy and maintain neutrality:
· The Centre does not produce written or verbal reports for use in family proceedings.
· Information is only released to referring agencies through the Centre Co-ordinator upon formal request.
· Personal details, such as addresses and phone numbers, are not shared without explicit permission unless:
· There is a risk of harm to a child, or
· A credible threat of violence to other users or volunteers.
3. Volunteer Responsibilities
Volunteers are essential to maintaining the confidentiality and integrity of the Centre’s operations. Volunteers must:
· Discuss family details only during official handover or authorized meetings.
· Limit record-keeping strictly to the information outlined above, ensuring families are aware of these practices.
· Avoid accidental disclosures by:
· Not discussing sensitive information in public or in front of others.
· Keeping all written records secure and out of public view.
· Protect their own privacy by:
· Using Centre-provided phones for professional communication.
· Avoiding personal connections, such as befriending families on social media platforms.

4. Volunteer Records Management
The Centre Co-ordinator securely maintains records of volunteer information. These records are destroyed when a volunteer steps down from their role in the Contact Centre.

5. GDPR Compliance
The Centre complies with the General Data Protection Regulation (GDPR) and is registered with the Information Commissioner's Office (ICO) to ensure legal and ethical handling of all personal data.

6. Annual Review
This policy will be reviewed annually by the African Heritage Alliance and updated as necessary to reflect changes in law, best practices, or operational needs
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