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	POLICY 8.7 
INFORMATION MANAGEMENT



Purpose

The purpose of this policy is to provide a system for the creation and management of information collected from all stakeholders within Better Together to ensure it is identifiable, accurately recorded, current and confidential. It is also to ensure these systems and practices in accordance with legislative, regulatory compliance and organisational standards.

Applicability 

This policy applies to all Board members, staff, volunteers and people using the service. Every employee is held accountable for responsibly and appropriately maintaining compliance with this policy and procedure.

Policy Statement

Better Together is committed to effective communication with staff, service users, and stakeholders through various channels, including meetings, reporting processes, training, newsletters, email, and letters. We ensure that our Policies and Procedures are up-to-date and accessible to both staff and management. 

Additionally, we collect consent from service users and inform them about how their information is used, stored, accessed, and disclosed in accordance with the Privacy Act. We also have procedures in place to ensure proper management of records and documents.

Better Together is committed to:
· establishing and maintaining information and records management practices that meet its business needs, accountability requirements and stakeholder expectations. Better Together is committed to;
· Effective communication with staff, service users and stakeholders through meetings, reporting processes, training, newsletters, email and letters,
· Maintain up-to-date Policies and Procedures which are accessible to staff and management, 
· The integrity, confidentiality and accuracy of data of all kinds, particularly personal information is managed in accordance with the Data Protection Act 1998.
· Collect consent and inform service users how Better Together uses, stores, accesses and discloses service user information in accordance with the Privacy Act and that information (see Privacy, Dignity and Confidentiality Policies), 
· [bookmark: _Hlk49517252]Ensuring 8.07 management of records procedure for documents are followed considered appropriate;
· Use 
· Access
· Transfer
· Storage
· Security
· Retention 
· Destruction
· Disposal 
· Maintaining accurate information in a timely manner,  
· Regularly audit and review information management systems and processes to identify improvements on an ongoing basis. 
· Acknowledging that any event, allegation, suspicion or concern that involves harm, risk of harm, or breach of rights must be reported as an incident
· All safeguarding concerns (including abuse, neglect, exploitation, financial abuse, and child safety concerns) must be reported and managed through the Incident Management System
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POLICY 8. 7     INFORMATION MANAGEMENT  

  Purpose     The purpose of this policy is to   provide   a system   for the creation and management of  information collected from all  stakeholders   within Better Together   to ensure it is  identifiable, accurately recorded, current and confidential. It is also to   ensure these systems  and   practices in accordance with legislative, regulatory compliance and organisational  standards .     Applicability      This policy applies to all Board members, staff, volunteers and people using the service .   Every employee is held accountable for responsibly and appropriately maintaining  compliance with this policy and procedure.     Policy Statement     Better Together is committed to effective communication with staff, service users, and  stakeholders through various channels, including meetings, reporting processes, training,  newsletters, email, and letters. We ensure that our Policies and Procedures are up - to - date  and accessible to both staff and management.      Additionally, we collect consent from service users and inform them about how their  information is used, stored, accessed, and disclosed in accordance with the Privacy Act. We  also have procedures in place to ensure proper management of records and documents.     Better Together  is committed to :      establishing and maintaining information and records management practices that  meet its business needs, accountability requirements and stakeholder expectations.  Better Together is  committed   to;      Effective communication with   staff, service users and stakeholders through meetings,  reporting processes, training, newsletters, email and letters ,      Maintain  up - to - date   Policies and Procedures which are accessible to staff and  management ,        The  integrity, confidentiality and accuracy of   data of all kinds, particularly personal  information   is managed in accordance with the Data Protection Act 1998 .      Collect consent and inform service  users   how Better Together uses,  stores , accesses  and  discloses   service user information in accordance with the Privacy Act and that  information  (see Privacy, Dignity and Confidentiality Policies) ,        Ensuring   8.07   management of records   procedure   for documents   are followed  considered   appropriate;  

