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Policy


Taking Share & Care documentation offsite
Date Effective
October 2005
Date Renewed

Share & Care in managing risks related to confidentiality for both the Organisation and clients do not authorise employees from our Programs to take hard copy (paperwork) or electronic work to their home environments or elsewhere without prior authorization from the Chief Executive Officer.
Electronic information that is the work of Share & Care programs is not to be held on any personal computers.
Hard copy materials are not to be kept in personal homes.

Employees within Share & Care Programs are given a workload that is within reasonable expectations for the role. Effective time management will see those duties fulfilled within the allowed hours for the position in your workplace.
The signing of the confidentiality agreement is designed to bring awareness of the onerous responsibility and trust placed on each employee in relation to both the Organisation and the clients. Any breeches of this policy will see the either the disciplinary process invoked or immediate dismissal, depending on the circumstances.
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