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Rossendale Drum Majorettes Confidentiality Policy 


1. General principles
1.1. Rossendale Drum Majorettes recognises that Members (including band members, parents/guardians, volunteers) gain information about individuals and organisations during the course of rehearsals, performances, and other band activities. While much information may not be explicitly confidential, Members must use common sense and discretion to identify when information should be treated as confidential. This policy provides guidance; if in doubt, seek advice from Simon Creasey, Rossendale Drum Majorettes Director.
1.2. Members may share information with Senior Committee members (Simon, Jeanette, Emma & Catrina) to discuss issues and seek advice relevant to the band.
1.3. Members should avoid sharing personal information or comments about fellow band members or volunteers in casual or public settings.
1.4. Discussion about a member’s private life is discouraged unless the member initiates the conversation.
1.5. Members will refrain from discussing Rossendale Drum Majorettes or its members in social or public settings where information could be overheard or misrepresented.
1.6. Sensitive information about members, finances, or band operations will only be disclosed to Senior Committee Members with the knowledge and consent of the individual or the organisation.
1.7. Members may sometimes need to discuss difficult situations involving band members to seek advice or support. The organisation’s consent should be obtained before discussing such matters externally, unless it is clear the organisation would not object. Conversations should exclude names or identifying details when possible.
1.8. If there is a legal obligation to disclose information (e.g., safeguarding concerns), the person whose confidentiality is affected will be informed.


2. Purpose of holding information
2.1. Most information held by Rossendale Drum Majorettes relates to individual band members and remains private and confidential, accessible only by the Rossendale Drum Majorettes Director or Senior Committee in their absence.
2.2. Information is kept to help the band understand members’ backgrounds and needs to support participation and wellbeing.
2.3. Rossendale Drum Majorettes has a duty of care to ensure personal and written information about members is kept confidential.
2.4. Personal information about members is shared only with the Director and relevant Senior Committee members.
2.5. Data on ethnicity, disability, or other protected characteristics may be collected to monitor equality and diversity within the band.

3. Access to information
3.1. Information is confidential to Rossendale Drum Majorettes and may be shared with members, parents, or guardians only as necessary to provide appropriate support or services.
3.2. Sensitive information involving disputes, safeguarding, or legal matters will be confidential to the member managing the issue and the Director. Such information will be clearly marked ‘Confidential’ and securely stored.
3.3. Members must not withhold relevant information from the Senior Committee unless it is purely personal and unrelated to band matters.
3.4. Members or their guardians may request access to personal records by providing a written request to the Director with 14 days’ notice. Access to sensitive information will be limited to those named on the file.
3.5. When handling confidential documents or data, Members must ensure no unauthorized persons can view them, including on computer screens or in printed form.

4. Storing information
4.1. General, non-confidential band information is shared on Rossendale Drum Majorettes’ Social Media and Members Only Pages for members and parents.
4.2. Personal and confidential records for members and volunteers are kept securely by the Director and accessible only to authorised personnel.
4.3. Files or records containing confidential information are clearly labelled ‘Confidential’.
4.4. In emergencies, the Director may grant access to confidential information to the Senior Committee.

5. Duty to disclose information
5.1. Rossendale Drum Majorettes has a legal duty to report:
5.1.1. Suspected child abuse to Lancashire Children’s Social Care and/or the police.
5.1.2. Illegal activities such as drug trafficking, money laundering, or terrorism to the police.
5.2. Members who believe a member is at risk of harm or an illegal act has occurred must report this to the Director, who will inform the relevant authorities.
5.3. Individuals affected by such disclosures will be informed promptly.

6. Disclosures
6.1. Rossendale Drum Majorettes follows the DBS Code of Practice regarding handling, storage, and disposal of Disclosure information.
6.2. Disclosure information is stored securely, separate from personnel files, and only accessible to authorised staff. Sharing this information with unauthorised persons is a criminal offence.
6.3. Disclosure documents are retained for one year and then securely destroyed. No photocopies will be kept. A record will be maintained of the Disclosure date, subject’s name, type, position applied for, unique reference number, and recruitment decision.

7. Data Protection Act
7.1. All personal data, whether paper or electronic, is handled in compliance with the Data Protection Act, ensuring that data is:
· Obtained and processed lawfully and fairly.
· Held for specified and lawful purposes only.
· Adequate, relevant, and not excessive.
· Accurate and kept up to date.
· Not retained longer than necessary.
· Processed according to the Act.
· Kept secure and protected.
· Not transferred outside Europe.


8. Breach of confidentiality
8.1. Members unhappy with conduct or actions within the band should raise concerns with the Director using the grievance procedure, not discuss matters outside the organisation.
8.2. Unauthorized access to confidential files or breaches of confidentiality may result in immediate termination of membership.

9. Whistle blowing
All Members have the right to report to the Director or Senior Committee if they believe the band is being brought into disrepute by another member or ex-member.
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