
DESCRIBE THE PURPOSE AND BENEFITS OF MAINTAINING SECURITY

AND CONFIDENTIALITY AT WORK

Outline the Purpose and Benefits of Maintaining Security and Outline Requirements for Security and Confidentiality in
an.

Also, employees should not discuss any business dealings with the clients, outside work. Any piece of written
work should be proofread, from emails to minutes. Colloquial, casual and formal writing are different styles of
writing that have their own expectations and outcomes. So it becomes very important for the employees as
well as the organization to protect information in the workplace. Vanessa is discussing intimate details of the
case that Peta knows the client has not given permission to be released to other workers outside of the centre.
Also, one should refrain from sharing any personal details with fellow colleagues at work. Release of
information Workers need to be aware of their own personal practice when talking on the telephone to clients,
their family and workers from other organisations. This is applicable to the HR department as well. Share
This. A subpoena can be challenged if it seems unreasonable of the information requested is unnecessary for
the case. Some of these exemptions are established through statue and others through judicial interpretation of
the law. The organisation should have an access to information policy. However, this thought process needs to
be changed and the employers need to understand its importance, only then can they expect their staff to treat
client and customer information with care. Employees should clear their desks of any confidential information
before going home at the end of the day. A confidentiality policy should also describe the level of privacy
employees can expect relating to their own personal property e. At the very least, we recommend employers
adopt the following procedures for protecting confidential information: Separate folders should be kept for
both form I-9s and employee medical information. It is important to check with your individual clients as to
what information they consider private and confidential. The data pertaining to recruitment, compensation,
and management of employees is naturally sensitive. During his last stay you formed a close working
relationship in which he was able to discuss his thoughts and feelings openly and with some degree of
honesty. Copying the language from this article directly is not only dishonest, but it will weaken your file.
When members of a team support each other, things get done faster. All records must be protected against
unauthorised access, and not be shared with any person, except those for whom the information has been
gathered. When writing up case notes you need to be careful about what you include and how you write this
information up. With most of the information these days stored electronically, to ensure its safety,
sophisticated electronic methods such as firewalls, password protection, encryption, etc. What do you do? The
policy also states that that no client information is to be disclosed to other persons outside of the agency
without the expressed written permission of the client. They do not have difficult or technical terms, instead
have common words used and understood by everyone. Data related to recruitment, compensation and
management of employees is highly sensitive and confidential. In our day to day work schedule we have a mix
of tasks, some important, some urgent and some of low priority. Just proofreading will have a great effect on
the quality of the document you produce and it will help you get more appreciation from your organisation and
help you get noticed. Treat everyone with dignity and respect. The purpose of improving efficiency is so that
raw materials can be managed in order to minimise waste and therefore reduce costs. The importance of
confidentiality in the workplace December 18, Confidentiality in the workplace is rule number one in the book
of business etiquette. Why are you passing on this information and not all of the information you have? Other
substances may remain hazardous, even after processing, and a special disposal method is needed. Requests
for information about services provided If service providers or members of the public request information
about the services offered by an organisation, it is important to have clear guidelines about which staff
members are responsible for giving out information, either in person, at a meeting or on the phone. It does not
include minor possession offences or any offences under public health legislation. Most of the information is
so old that it is not needed or useful to the staff at the new home. The fact that you are interested in the first
place means that you are probably already a tolerant person. In many cases, the creator will also have the right
to be identified as the author and to object to the distorting of their work.


