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NHS Fife Employee Confidentiality Statement
Name of Employee:
………………………………………………….

Post:
………………………………………………….

As a person who handles information on behalf of the NHS Fife, you are required to protect the confidentiality of healthcare and other information relating to your work, at all times.

This declaration confirms that you understand the requirements of the NHS Fife relating to the confidentiality of information.  You are required to read, understand and adhere to the NHSScotland Code of Practice: Protecting Patient Confidentiality, along with the NHS Fife policies for confidentiality, data protection and information security available in the Intranet.
Your role and function when working or providing support or services to the NHS Fife has an inherent confidential nature with particular regard to patient and staff records, related clinical matters or other aspects of the organisation’s business activities. The following guidelines must be adhered to:

· Information relating to patients must not be divulged to anyone other than medical, nursing or other professional staff, or other authorised persons, as appropriate, who are concerned directly with the agreed diagnosis and/or treatment of patients. 

· You are not permitted to “browse” through information, electronic or not.  The right of access is limited to accessing, for example, the results for a specific test for a specific patient at a specific time and the patient must be under your direct clinical care.  It is never acceptable to access your own electronic record directly; but you have the right to access to your health records by law by submitting a Subject Access Request to the NHS Fife Health Records Manager. You should be aware that NHS Fife monitors access to IT systems and any unauthorised access will be investigated.
· Information of a confidential nature should not be divulged to anyone without proper authorisation being given, including:

· Personal identifiable data of patients, staff, volunteers or subcontractor.
· Commercial or other information which may affect the organisation’s business interests or endanger the survival of any of its services must not be disclosed to anyone without proper authorisation being given.

· You must ensure that information relating to your work and the operation of the organisation in general is kept and maintained securely and that you receive, store and dispose of data in accordance with local policies and good practice.
· You must ensure you undertake any mandatory training on handling personal or confidential information.  
Failure to observe these rules will be regarded as serious misconduct.  Additionally, staff must be aware of the General Data Protection Regulation and associated UK legislation, which protects patient and staff identifiable information.  Under this legislation, it is a criminal offence (for which you would be liable as an individual) to access personal data or to disclose it without proper authorisation.

Your head of department will be able to advise you on the procedure to be followed if you are approached by any member of the Media, Police or enforcement officers seeking information about Health Service patients or staff.  If you are in any doubt whatsoever as to the authority of the person or body asking information of a confidential nature you must seek advice from your Head of Department, Data Protection Officer or Caldicott Guardian.  On no account is any information to be given to the Press without reference to a senior medical, nursing or administrative officer.  Advice should also be sought from Communications department.
Failure to comply with these regulations may result in serious disciplinary action including dismissal.

It is therefore a mandatory condition of employment that you sign the following Declaration, a copy of which will be retained in your personal file.

[image: image2.png]



DECLARATION

I hereby certify that I have read and understood the above statement regarding the confidentiality of healthcare or other confidential information.
I UNDERSTAND THAT FAILURE TO OBSERVE THIS GUIDANCE WILL BE REGARDED AS SERIOUS MISCONDUCT WHICH MAY RESULT IN FORMAL DISCIPLINARY ACTION BEING TAKEN AGAINST ME WHICH COULD INCLUDE DISMISSAL.
Signed  

Date
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