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Southend Vineyard Confidentiality Policy   

This policy is to cover all the arms of Southend Vineyard, including the Storehouse, Family 

Storehouse, Vineyard Offices, the Church, Charity Shop, Restore, Starting Points, small groups. 

 

Confidentiality 

You must not, at any time during your employment or voluntary work with the Church (except in 
the proper performance of your duties) or after it’s termination, divulge to any third party or 
otherwise make use of any trade secret or information of a confidential or secret nature which 
comes to your knowledge during your employment or voluntary work relating to the business of the 
Church, or it’s Church members.  You further undertake to use your best endeavours to prevent the 
publication, disclosure or use by any third party of the trade secrets or confidential information 
referred to above.  For the avoidance of doubt, “confidential information” includes but is not 
limited to all documentary and other information relating to the business, organisation, finances, 
customers, clients and suppliers, potential customers, clients and suppliers, staff and volunteers 
and Church members of the Employer.  It also includes information in respect of which the Church 
is bound by obligation of confidence to a third party.  
 
For the avoidance of doubt, you may disclose any such confidential information (save where it is 
the confidence of a third party who has not authorised its disclosure) to representatives of 
Vineyard Churches (UK) where they request the same in connection with an investigation into your 
ministry, or where its disclosure would be of benefit to the wider Vineyard movement. 
 
If you are in any doubt as to whether or not information is classified as ‘confidential’ and whether 
you are permitted to divulge information, please seek clarification from your manager. 
 

Breaking Confidentiality 

Under certain exceptional circumstances, it may be necessary to be break confidentiality.  The list 

below gives examples of such exceptional circumstances (please note that this list is not 

exhaustive): 

 Where the person from whom the information was obtained, and (if different) the person to 

whom it relates, consents 

 Where the information is already available to the public from other sources 

 Where the information is in the form of a summary or collection of information so framed 

that it is not possible to ascertain from it information relating to any particular person 

 When there is a serious risk of harm to the individual, as in a threatened suicide 

 To protect others.  For example, information about possible child abuse should be disclosed 

to the appropriate agency.  

 To prevent a serious criminal act, especially where others may be endangered, for example 

an act of terrorism. 



There is no obligation in general to pass on knowledge of a crime. However, it is a criminal offence 

to: 

 Deliberately mislead the police 

 Receive a reward of any kind in return for not notifying the police about a criminal act 

 Fail to notify the police about an act that could be construed as an act of terrorism 

 Fail to notify the police about an act that could be construed as drug trafficking 

If you are in any doubt as to whether it is appropriate to break the Church’s confidentiality rules 
you must seek clarification from your manager or a Trustee before doing so. 
 
Please be aware that divulging confidential information without authorisation is a serious offence 
any may result in disciplinary action, up to and including dismissal. 
 

Supporting People at the Storehouse or Vineyard Offices 

Any concerns about service users are to be shared within the team of paid staff members only. This 

does not include previous staff, volunteers or Church members. 

Information should only be shared with volunteers if it is necessary for the running of the 

Storehouse/Winter Night Shelter. 

When staff are discussing service users amongst themselves/discussing a client with another agency 
on the telephone/when clients visit The Storehouse’s/Vineyard’s office: 

 

 Make sure any discussion happens in an appropriate place e.g. not in an office where other 
staff are working or where people are coming in and out of the place. 

 Do not discuss Church business in front of non-staff members.  

 Do not gossip about service users with other service users, staff or volunteers. 

 Do not discuss personal facts about one service user with another service user or in the 
presence of another service user. 

 Do not write derogatory comments about service users in their files (or anywhere else). 

 Do not leave information lying around or on screen but replace it in the appropriate place 
(locked filing cabinets). 

 

Volunteers  

 

 Volunteers must understand that any information about service users is confidential and 

must not be shared with anyone outside the Storehouse.   

 Volunteers must be aware that any information they receive about a service user must be 

shared with the staff team in the appropriate way.   

 Volunteers who offer prayer do so as a believer, not as a member of staff. 

 Volunteers should not discuss Church business with outside agencies. 



 

 

 

Breaching the Church’s Confidentiality Rules 

 

You should be aware that a breach on the Church’s confidentiality rules is a serious offence and 

may result in disciplinary action up to and including dismissal, or if you are a volunteer, the 

termination of your volunteers agreement. 

 

 

 

__________________________________  __________________ 

 Employee/ Volunteer      Date 

 

 
 

 

 

 

 

 


