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CONFIDENTIALITY POLICY

Miami Recreation and Play Spaces is entrusted with information that is confidential, personal, private, and sensitive in nature.  Board Members, Program Facilitators and Volunteers will protect confidential information and limit disclosure of information that could be harmful to the best interests of the organization and its members by maintaining a high degree of integrity and professionalism. 

We acknowledge that maintaining confidentiality is our legal responsibility. We will protect the confidential information acquired during our service to the organization and after our term of service has ended. In our day-to-day activities we are committed to the principles of public accountability and the protection of personal privacy.  We will act honestly and put the best interests of the organization ahead of their own interests.

DEFINITIONS: 

“Confidential” means to keep private or secret, safe from access, use or disclosure by people who are not authorized to handle the personal information. It refers to information that, if disclosed without authorization, could be harmful to the interests of Miami Recreation and Play Spaces.

“Confidential Information” shall mean, but is not limited to, plans, processes, reports, financials, business or strategic plans, grant information, discussions from committee of the whole, any ad hoc or sub-committee, compensation, donor lists and donors, documents marked ‘confidential’, participant lists, participant names and any other information relating or belonging to the organization regardless of the form of communication in which the information is acquired or shared.

“Personal information” means recorded information about an identifiable individual which includes, but is not limited to names, home addresses and telephone numbers, age, sex, marital or family status, identifying number, race, national or ethnic origin, colour, religious or political beliefs or associations, educational history, medical history, disabilities, blood type, employment history, financial history, criminal history, anyone else's opinions about an individual, an individual's personal views or opinions, and name, address and phone number of parent, guardian, spouse or next of kin.

BREACH OF CONFIDENTIALITY

A breach of confidentiality can happen for a variety of reasons. 
Three of the most common ones are:
1. The disclosure of confidential information discussed at a board meeting.
2. The disclosure of personal information (participants, board members, volunteers). 
3. Conflicts of interest situations.

It is a breach of confidentiality to disclose private and confidential information that belongs to or is obtained through affiliation with Miami Recreation and Play Spaces to any person, including relatives, friends, business and professional associates, without authorization.   

This policy is not intended to prevent disclosure where disclosure is required by law.

RESPONSIBILITIES 

All records containing personal or confidential information either created or received by Miami Recreation and Play Spaces must be protected against unauthorized access, collection, use, disclosure, retention, disposal and theft of information that is kept in your personal possession through the use of reasonable security measures and effective records management.

Individuals that have access to personal and confidential information are responsible for ensuring the privacy of confidential information and for exercising discretion in the handling of such information. 

Individuals will not knowingly, or willfully, directly or indirectly, misuse, disclose or disseminate to any third party any confidential information belonging to the organization which the individual acquired in connection with or as a result of their affiliation with the organization. 

Individuals agree not to use, publish, or disclose such information and to preserve the restricted nature of this information except to the extent that it becomes publicly available, or is otherwise is required by law. 

At the conclusion of their services, individuals must return all intellectual property, such as documents, papers, computer files and other materials in their possession or control that relates to their duties. Ownership of all documents, computer files and all other electronic or hard-copy material, will remain the property of the organization. 

Individuals are not permitted to make copies, alter, interfere with or destroy, in part or in whole, manually or electronically, of any confidential or proprietary information belonging to the organization except as authorized. 

Individuals will immediately report the potential or actual unauthorized disclosure or loss of personal or confidential information to the Privacy Officer.     

Individuals that have access to personal and confidential information agree that the information is only for the purpose of and limited to what is required to perform my role.  

Individuals must not place themselves in a position of obligation to persons who might benefit or appear to benefit from disclosure of confidential information. 

Individuals must not benefit or appear to benefit from the use of information not generally available to the public and which was acquired during the course of their official duties. 

The Privacy Officer is the only authorized person to make statements to the media or the public. 
The Board has agreed that audio or video recordings are not permitted during meetings.

Individuals who fail to comply with this policy during and after the course of service will be subject to disciplinary action, up to and including removal from the organization.  

Monitoring: This policy will be reviewed annually.  
Board Acceptance: This policy was approved at the ___________________ Board meeting.
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