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PARABAT VETERANS ORGANISATION (PVO) CONFIDENTIALITY POLICY  

PARABAT VETERANS ORGANISATION (PVO)  hereinafter referred to as  the PVO GROUP is  
committed to providing a confidential  service to i t s  users .  No information given to the 
PVO GROUP wi l l  be shared with any other organi sation or indiv idual  w ithout the user’s  
expressed permission.   

For the purpose of  thi s  pol icy, conf idential i ty relates  to the t ransmission of  personal ,  
sensi t ive or ident i f iable information about PVO members  (confident ial  information),  
which comes into the possession of  the PVO GROUP through i t s  work.   

The PVO GROUP holds  personal  data about i ts  users ,  members  etc which wi l l  only be 
used for the purposes for which i t  was gathered and wi l l  not  be di sclosed to anyone 
outs ide of  the PVO GROUP wi thout prior permiss ion.  

Al l  personal  data wi l l  be dealt  wi th sensit ively and in the s t rictest  confidence 
internal ly and external ly.   

PURPOSE  

The purpose of  the Conf idential i ty Pol icy i s  to ensure that al l  members ,  volunteers  and 
users  understand the PVO GROUPs requi rements  in relation to the di sclosure of  
personal  data and conf ident ial  information.  

PRINCIPLES  

Al l  personal  paper-based and electronic data must  only be access ible to those 
individuals  author ised to have access .   

 STATISTICAL RECORDING   

The PVO GROUP is  committed to effective s tat is t ical  recording of  the use of  i ts  
services in order to monitor usage and performance.   

Al l  s tatis t ical  records given to thi rd part ies ,  such as to support  funding appl icat ions  or 
monitor ing reports  for the local  author i ty shal l  be produced in anonymous form, so 
individuals  cannot be recognised.  

RECORDS  

Al l  information relating to service users  wi l l  be left  in locked drawers .  Thi s  includes 
notebooks, copies  of  correspondence and any other sources of  information.  

CONFIDENTIAL INFORMATION 

Confident ial  information includes, but  i s  not rest ricted to, al l  information of  a 
conf idential  nature concerning the PVO, including passwords, computer software, 
member’s  information and f inancial  informat ion, marketing and development plans, 
and affai rs  of  the PVO-GROUP. Al l  information, regardless  of  the source being oral  or 
wri tten and, i f  wri t ten whether contained in the PVO-GROUP documentation or on 
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computeri sed record, on software, or or iginal  or copies  or otherwise, including any of  
the deal ings, business ,  t rust ,  secrets ,  accounts ,  f inancial  af fai rs ,  patents ,  t rade-marks ,  
des ign, custom, information or any other information whatsoever having a relational  
reference to the t rade, business  or property or concerns  wi th the PVO -GROUP, i s  
cons idered to be confidential . 

NEC & BOARD MEMBERS wi l l  not ,  dur ing thei r per iod of  service on the NEC or Boards, 
or after the termination thereof ,  for thei r  own benef i t  or for the benefi t  of  any other 
person, use or der ive any prof i t  f rom:- 

•  Any of  the conf ident ial  information of  the PVO-GROUP, acqui red by reason of  
NEC & BOARD MEMBERS appointment of  the PVO-GROUP; 

•  Any t rade secret  of  the PVO-GROUP; 

•  Al l  documents ,  information, schemes, methods, presentation, and ideas devi sed 
by or for the PVO-GROUP or used by the PVO-GROUP shal l  be secret  and 
conf idential  to the PVO-GROUP and shal l  remain at  al l  t imes exclusive property 
of  the PVO-GROUP. I f  such documents ,  schemes, methods, and presentations  
are furni shed to NEC & BOARD MEMBERS, they shal l  remain in the NEC & BOARD 
MEMBERS possession and under  the NEC & BOARD MEMBERS control  unt i l  
requi red to del iver the same back to the PVO-GROUP, which NEC & BOARD 
MEMBERS wi l l  be obl iged to do on demand. 

•  NEC & BOARD MEMBERS undertake to take al l  reasonable precautions against  
and use NEC & BOARD MEMBERS best  endeavours  to prevent,  the same being 
learned by unauthor i sed persons. 

NEC & BOARD MEMBERS accept that  a breach of  the pol icy wi l l  lead to summary 
di smissal . 

Whi ls t  NEC & BOARD MEMBERS remain Execut ive and Board members  of  the PVO-
GROUP, NEC & BOARD MEMBERS are bound by the impl ied dut ies  of  honesty, loyal ty,  
and f idel i ty owed by NEC & BOARD MEMBERS.   

NEC & BOARD MEMBERS shal l  not  act  in any manner that  would prejudice the PVO-
GROUP’s  business ,  associate, subsidiary,  and/or membership of  the PVO-GROUP.   

In addi tion, NEC & BOARD MEMBERS are reminded of  the ongoing duty of  
conf idential i ty appl icable should NEC & BOARD MEMBERS leave the PVO-GROUP. 

The Conf ident ial i ty Pol icy forms a part  of  the terms and condi t ions  of  NEC & BOARD 
MEMBERS and any breach of  the pol icy wi l l  be deal t  wi th under the PVO-GROUP 
Discipl inary Procedure. 

BREACHES OF CONFIDENTIALITY  

The PVO GROUP recognises  that  occasions may ar i se where individual  NEC & BOARD 
MEMBERS feel  they need to breach conf ident ial i ty.  Confidential  or sensi t ive 
information relating to an individual  may be divulged where there i s  ri sk of  danger to 
the individual ,  a volunteer or employee, or the publ ic at  large, or where i t  i s  against  
the law to wi thhold i t .  In these ci rcumstances, information may be divulged to 
external  agencies  e.g. pol ice or social  services on a need to know bas i s .   

Where a NEC OR BOARD MEMBER feel s  confident ial i ty should be breached, the 
fol lowing steps wi l l  be taken:  



 

•  The NEC OR BOARD MEMBER should rai se the matter immediately wi th Chai rman 
& Secretary.   

•  The NEC OR BOARD MEMBER must  di scuss  with the Secretary the is sues involved 
in the case and explain why they feel  confident ial i ty should be breached and 
what would be achieved by breaching confidential i ty.  The Secretary should 
take a wri t ten note of  this  discussion.  

•  The Secretary i s  respons ible for di scussing wi th the NEC OR BOARD MEMBER 
what options are avai lable in each set  of  ci rcumstances.  

I f  the Secretary decides that  confidential i ty i s  to be breached then he/she should 
take the fol lowing steps:  

•  The Secretary should contact the Chai r  in the f i rst  instance, or Vice Chai r  of  the 
Execut ive Committee. The Chai r/Vice Chai r  must  be briefed on the ful l  facts  of  
the case, ensur ing they do not breach conf ident ial i ty in doing so. The Secretary 
should seek author isation to breach conf ident ial i ty f rom the Chai r/Vice Chai r .    

•  I f  the Chai r/Vice Chai r  agrees to breach conf idential i ty,  a ful l  wri t ten report  on 
the case should be made and any act ion agreed undertaken. The Secretary i s  
respons ible for ensur ing al l  activ i t ies  are act ioned.  

•  I f  the Chai r/Vice Chai r  does not  agree to breach conf idential i ty then this  i s  the 
f inal  deci sion of  PVO GROUP  

ENSURING THE EFFECTIVENESS OF THE POLICY  

Al l  Execut ive Committee members  wi l l  receive a copy of  the confident ial i ty pol icy. 
Exi s t ing and new NEC & BOARD MEMBERS wi l l  be int roduced to the conf idential i ty 
pol icy via induct ion and t raining. The pol icy wi l l  be reviewed annual ly and 
amendments  wi l l  be proposed and agreed by the Execut ive Committee.  

NON-ADHERENCE  

Breaches of  thi s  pol icy wi l l  be dealt  with under the Grievance and/or Di scipl inary 
procedures as  appropriate.  
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