The University of Northampton, Student Administration and Services 
The Financial Guidance Team

Confidentiality Statement 2019/20
1. We are committed to providing a confidential listening, information and guidance service to our clients. 

2. The University of Northampton is a Data Controller as defined by the Data Protection Act 2018 and the General Data Protection Regulation. We understand confidentiality to mean that information regarding a client shall only be given out to University of Northampton staff who have an appropriate reason to receive it. We will not pass information on to parties external to the institution without the client’s prior permission except: 

· where we are required to produce monitoring returns for the Office of Students (formerly HEFCE) and DfE
· where it is suspected that a crime has been committed, or where a client may be a risk to themselves or to others

· where there is a suspected fraud

3. Client information will remain confidential to staff in Student Services, as part of Student Academic Services, and to other University staff who have an appropriate reason to receive the information.

Information relating to applications to the Financial Assistance Fund, the Care leavers/ Foyer Award, the Carers’ Award, the Diagnostic and DSA Top-up awards, the EU Hardship Fund, the Emergency Loan Fund and Bridging Loans will be confidential to Student Services staff and members of the Financial Assistance Committee. However, limited information regarding an application may be disclosed to other members of University staff where necessary. 

Client information may also be verified with relevant external parties if required when the client has given a general authorisation for this to occur. We cannot answer external enquiries about a client unless the client has given written consent for us to do so, or we are required to pass on information by law. When a client has given consent to share information with a third party, their student record will be updated accordingly.
4. Should a client disclose information to the team which we believe is different to the information provided to their funding body, we will advise them accordingly. The client must ensure the information provided to their funding body reflects their circumstances accurately, and it is their responsibility to report any discrepancies as soon as possible. The University of Northampton may also take action to pass this information on to the relevant body if appropriate.

5. Client information will only be used in accordance with professional practice, the Data Protection Acts (including GDPR), in monitoring returns required by the government and other relevant legislation. Contact details may be shared with the University Marketing department for the purposes of client monitoring and feedback.

6. All client information will be locked away at the end of each working day. 

7. Client information will be destroyed 6 years after their application has been made to the team. 
8. Where a client wishes to be seen in private, staff will make such arrangements where possible to accommodate the client’s wishes. This may include taking the client aside, or to an interview room.

9. Staff will not confirm whether someone is currently or was previously a student at this institution until they have the client's consent to do so or unless they are required to do so as per items 2, 3, and 5 above. 

10. On occasions where a member of staff feels confidentiality should be breached they should raise it immediately with their line manager or Head of Student Centre and explain why they feel confidentiality should be breached and what this would achieve. 

All new members of staff will be introduced to the Confidentiality Statement during induction.
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