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POLICY

The Association of Alcohol and Other Drug Agencies NT (AADANT) requires Board members,
staff, and contractors to respect and maintain the confidentiality of individuals and the
organisation’s business generally.

Board members, staff, and contractors may from time to time have access to information that is
confidential to AADANT, other agencies that have dealings with AADANT, or to other Board
Members, staff and contractors.

Definitions

Confidential information includes the following:

e Personal staff or Board Member information such as home address, telephone numbers,
and other non-work-related information.

e Personal information provided by individuals or about individuals during performance
reviews, leave applications, supervision sessions or similar discussions.

e Information about any internal dispute or grievance.

e Business conducted in Board meetings, other than that identified as being for public
discussion.

e Any confidential and proprietary information concerning financial transactions,
competitive tenders or expressions of interest or any other organisational plans or
activities identified by the Board or CEO.

Automatic Confidentiality

Automatic confidentiality means, unless you believe that a member’s client is at risk of serious
harm or life is endangered, a doctor or another health professional must keep what a client says
as confidential, even from parent or guardian.

In the Northern Territory, the automatic confidentiality right is fourteen years and over.
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Pre-automatic Confidentiality

If a member is under the age of gaining automatic confidentiality rights, most things said to a
doctor, psychologist, counsellor or nurse including things about sex, drug use and other difficult
issues will remain confidential.

AADANT staff will:

Retain all confidential information in the strictest confidence and not disclose any
confidential information to any person other than for purposes directly related to their
position at AADANT.

Not use any confidential information which they have acquired in relation to the activities
of AADANT for their own interests or the interests or purposes of others not associated
with AADANT.

Not make copies of any confidential information for any other reason other than those
essential to and directly related to their position and responsibilities with AADANT.

Upon the request, and in any event upon the cessation of their engagement or
employment with AADANT return or destroy materials containing confidential information
which are in their possession.

This will not prevent a AADANT staff member from:

Disclosing information to proper authorities in relation to concerns about improper
conduct, breaches of laws or breaches of duty of care.

Providing access for external reviewers to non-identified information for the purposes of
formal audit processes.

Making a formal complaint to appropriate authorities about an aspect of the
organisation’s operation.

Disclosing any information that they may be required to disclose by any court or
regulatory body or under applicable law.

AADANT Breach of Confidentiality Guidelines

The following breach of confidentiality guidelines must be adhered to:

Correspondence relating to members can only be released via the CEO.

Confidential information including members and AADANT information can only leave
AADANT premises with secure arrangements:

» Where there is a legal obligation to release information such as a court order; and

» Where withholding confidential information regarding the person or another person
will put them at risk of serious harm, please refer to the CEO for instructions.
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PROCEDURES

Board Members (Only)

Board members of AADANT must keep confidential all information pertaining to matters dealt
with by the Board. This includes board meeting minutes, agendas, reports to the Board and
associated documents, and information contained in these documents.

The obligation to maintain confidentiality continues to apply even after a person has left the
Board.

Maintaining confidentiality will also help ensure observance by Board members of the following
legal duty:

e A person who obtains information because they are, or have been, a member of the
Board must not improperly use the information to:

o Gain an advantage for themselves or someone else.
o Cause detriment to the organisation.

If a request is made for access to one or more board papers, the Board may on a case-by-case
basis resolve to provide access to the documents. In considering this request, the Board will
have regard to:

e The importance of maintaining confidentiality to facilitate effective board meetings.

e The importance of complying with the law - including privacy law - and recognising that
the law sometimes creates duties to disclose or protect information.

e Whether the person requesting the document is a member, and the important role of
members in holding the Board accountable.

e The need to be consistent in the way that documents are treated, and the consequence
of establishing any precedents or expectations.

Nothing in this policy is intended to prevent the Board from seeking confidential legal,
accounting, financial or other expert advice from independent professionals to assist the Board
in carrying out its function.

Any person such as the CEO who is not a member of the Board but is present at a Board
meeting must maintain, in confidence, all information obtained as a result of their participation
in the meeting.

Board papers mean all written communications to Board member/s including without limitation
monthly/quarterly Board Papers, submissions, minutes, letters, memoranda, board committee
and sub-committee papers and copies of other documents referred to in any of the above-
mentioned documents made available to the Board member as a Board member during his or
her time in office.

Requests for access to Board Papers should be made to the Secretary who should include
consideration of the request as an item on the Board agenda.

The CEO in conjunction with the Secretary, shall ensure that Board Papers are created,
maintained and distributed in a manner which is consistent with their confidential status. They
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shall be kept separately from other (non-confidential) documents and stored in a manner which
limits access to them from unauthorised persons (including employees).

In circumstances where a request for access to Board Papers has been made, and there is
reason to believe that there are laws governing the disclosure or non-disclosure of the
document, the CEO will obtain legal advice on the matter to assist the Board in its
consideration.

Staff and Contractors

AADANT requires Board Members, staff, and contractors to respect and maintain the
confidentiality of members, staff, contractors and the organisation’s business generally.

Staff, and contractors may from time to time have access to information that is confidential to
AADANT, other agencies that have dealings with AADANT, or to other staff and contractors.

AADANT is an Information Sharing Entity under Chapter 5A of the Domestic and Family Violence
Act 2007. See policy 5.35 Domestic and Family Violence

Internal use of Client Information:

Within AADANT, confidentiality will be maintained by all staff when using member information in
the regular discharge of duties.

General office

Care will be taken by all AADANT staff to ensure confidentiality of member information while
performing their regular duties include:

e AADANT staff should never discuss members in corridors, reception areas, bathrooms or
other areas used by members.

e Telephone calls with members should not be heard by other members, nor should any
written material identifying members be accessible to members.

e Appropriate procedures for access to computer-based information must be followed.
Passwords must operate on all computer-based client information systems.

e When engaging in internal consultation, AADANT staff should ensure, before discussing a
member, that another AADANT staff present do not know the member personally. If so,
either the case should not be discussed within that context, or the AADANT staff knowing
the member organisation should leave the room while the conversation is being
discussed.

Activities considered appropriate for the proper discharge of duties include:

e Discussion of specific member details during supervision, training, or professional
consultation which occurs within the organisation.

e Providing access for other staff members to member records for analysing and
maintaining of these records
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Responsibility
The CEO is responsible for the implementation and review of this policy.
Related Documents

Handbook 11. Information & Communication, Data & Knowledge Management

1.11 Privacy
1.13 Board Code of Ethics and Conduct

1.10 Staff Code of Ethics and Conduct
5.35 Domestic and Family Violence




