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Enabling Support Team
Confidentiality Policy

This policy has been developed in order to ensure support for students reqistered with the Enabling Support Team in compliance with the Special Education Needs & Disability Act 2001 whilst maintaining students rights to privacy and confidentiality in compliance with the Data Protection Act 1998. In accordance with the Data Protection Act 1998, you will be asked to confirm your acceptance that sensitive information about you will be recorded and stored securely in accordance with the following policies.

Confidentiality
A confidential record of a students’ contact with the Enabling Support Team will be kept, as well as any documentary evidence required to help apply for funding to support disability‑related needs and to implement any support recommendations within the University. The information held by the Enabling Support Team allows us to ensure that we are able to support students as fully as possible.  
All students in receipt of support from the Enabling Support Team are issued with a copy of the confidentiality policy and asked to sign the confidentiality statement, attached to their file.
Information regarding individual students is not given to third parties, unless specifically requested by the student, and subject to discussion with an Adviser, in compliance with Data Protection regulations. Enabling Support staff will not discuss a student’s support requirements with parents/guardians/third party unless the student has, due to the nature of their disability, given permission for the University to divulge/discuss information with a third party. In such cases, a mandate is drawn up by Enabling Support Team staff and signed by the student and their Enabling Support Adviser. Enabling Support staff will not discuss any personal information with third parties.
An adviser may only pass on information without a student's agreement in exceptional circumstances. The following exemptions to the regulations are important to note:

· Where an adviser becomes concerned that the student or someone else may be at serious risk if information is not released. 
· In some legal situations, staff and/or their records can be summoned

· The Director of Student Services also has access to all records if required

Requests for appointments with Enabling Support Advisers are recorded for statistical purposes, to provide data regarding the uptake of the service and the nature of the support students seek, and are used to monitor and improve the effectiveness of the service.
Record Keeping 
The Enabling Support Team holds paper‑based and electronic information on file for individual students with additional support needs. These records are kept in order to assist your Enabling Support Adviser in their work with you. In addition, these records help to ensure that the service is accountable, and that it can be monitored and evaluated. 
Security and confidentiality are vital. Paper files are stored securely. Student files are kept in locked filing cabinets the keys to which are held by Enabling Support Team staff only. Information held electronically can only be accessed by Enabling Support Team staff.

Archived Files

Files of students who have graduated or withdrawn are kept in the Enabling Support department for two years.  These files are stored in boxes in a secure (locked) cupboard. The list of archived files is kept, electronically, on a spreadsheet, which is only accessible to Enabling Support Team staff.

After two years, files are sealed and sent to Claremont, Archiving & Storage Company, for archiving. Files are held by Claremont for five years - giving a total archive time of seven years.
Access to Records 

Under the Data Protection Act, you have the right to see records that are kept about you. If you wish to see your personal records, please contact the Enabling Support Team. Anything that is unclear in your record will be explained to you by an Adviser. You have the right to correct any part of a record that you believe is wrong. 

There are two exceptional circumstances in which access may be refused to any part of your record: 
· Where the Adviser believes that to do so could be seriously harmful to you.

·  Where information has been supplied confidentially by a third party. (Consent must normally be obtained from that person first of all.) 

If you have any further enquiries regarding the Enabling Support Team Confidentiality Policy please contact the Enabling Support Team at:

Ayr
Email: enablingsupport.ayr@uws.ac.uk
Phone:  01292  886267 

Dumfries
Email: studentservices-dumfries@uws.ac.uk
Phone: 01387 702066 
Hamilton
Email: enablingsupport.hamilton@uws.ac.uk
Phone: 01698 894448 
Paisley
Email: enablingsupport.paisley@uws.ac.uk
Phone:  0141 848 3518 
