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1. INTRODUCTION 
 

1.1 This policy sets out how Cernach Housing Association will conduct its 
business in an open and accountable manner whilst, at the same time, 
ensuring that personal and commercial confidentiality is maintained 
where appropriate.  The success of this policy is likely to rest upon 
getting the balance right and it is therefore important that all Staff and 
Committee fully understand and embrace the principles outlined in this 
policy. 

 

2. LEGAL & REGULATORY FRAMEWORK  
 

2.1 Standards 2 and 5 of The Scottish Housing Regulator’s Framework 
state respectively that: “The RSL is open about and accountable for 
what it does.  It understands and takes account of the need and 
priorities of its tenants, service users and stakeholders.  And its primary 
focus is the sustainable achievement of these priorities.” And “The RSL 
conducts its affairs with honesty and integrity.” 

  

3. RISK MANAGEMENT 
 

 We have considered the potential risks involved where the Association’s 
commitment to the highest standards of openness, probity and 
accountability may be called into question.  We reinforce our balanced 
approach to confidentiality and openness by publicising tenants’ rights 
to access information as well as their right to have their personal 
information kept confidential by the Association.  Customers are able to 
download a data subject request form from the Association’s website 
and this is publicised in newsletters from time to time and is emphasised 
during tenancy sign ups.  

 
Failure to do so may result in lack of confidence in the Association by 
residents and other agencies, which could adversely affect the 
Association’s reputation. 
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4. EQUALITY & DIVERSITY 
 
4.1 The Association’s Equality and Diversity policy outlines our 

commitment to promote a zero tolerance to unfair treatment or 
discrimination to any person or group of persons, particularly on 
the basis of any of the protected characteristics1.  This includes 
ensuring that everyone has equal access to information and 
services and, to this end, the Association will make available a 
copy of this document in a range of alternative formats including 
large print, translated into another language or by data 
transferred to voice. 

 
4.2 We are also aware of the potential for policies to inadvertently 

discriminate against an individual or group of individuals.  To help 
tackle this and ensure that it does not occur, best practice 
suggests that organisations carry out Equality Impact 
Assessments to help identify any part of a policy that may be 
discriminatory so that this can be addressed (please see section 
6 of the Equality and Diversity Policy for more information).   

 
4.3 In line with section 6.3 of the Equality and Diversity Policy, the 

Association will apply a screening process based on that 
recommended by the Equality and Human Rights Commission to 
ascertain whether each policy requires an Impact Assessment to 
be carried out.  The screening process was applied to this policy 
and it was decided that an impact assessment is not required.  

 
5. AIMS AND OBJECTIVES 
 

5.1 The Association believes that its members, tenants, sharing owners 
and any other interested parties should have access to information on 
how it conducts itself.  This means that unless information requested is 
considered commercially/financially sensitive or personally confidential 
it will be made available on request.  This will include information on: 

 

 Performance against operational targets 

 How to become a member of the Committee or influence decisions 
in other ways 

 Regulatory engagement decisions 

 Policies and procedures 

 Non-confidential Committee papers and minutes 

 Results of the annual external audit 

 Personal Information 

                                                   
1 The Equality Act 2010 identifies the “protected characteristics” as age, disability, marriage 
and civil partnership, race, religion or belief, gender, gender reassignment and sexual 
orientation. 
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5.2 The above list is not exhaustive and the Association will action any 

request for information within a reasonable timescale, unless it is 
prevented from doing so by the confidentiality section of this policy.  
Any requests outwith the list should be authorised by a member of the 
Management Team.   

 

6. PROCEDURE ON ACHIEVING THE POLICY OBJECTIVES 
 

6.1 This section outlines the steps the Association will take to ensure 
compliance with this policy. 

 
(i) Performance against operational targets:  This will be done mainly 

on the website, in the Annual Report and quarterly newsletters.  
Monthly figures will be available on request but will not routinely be 
distributed as this would be impractical and may result in residents 
being given too much information.  The degree to which residents feel 
that they are kept appropriately informed is explored in our Tenant 
Satisfaction Surveys, and the Association would increase the amount 
of information being circulated if any of the surveys suggested this. 

 
(ii) How to become a Committee member or influence decisions in 

other ways:  The Association is continually trying to boost Committee 
membership to the maximum fifteen.  This is addressed by the 
membership policy.  Sometimes residents may wish to influence 
certain decisions without necessarily joining the Committee.  This is 
acknowledged and actively encouraged in the Association’s Tenant 
Participation Policy.  In addition, Housing Staff discuss methods of 
participation during tenancy sign ups and this information is also 
available on the website. 
 

(iii) Regulatory engagement decisions:  The Association receives an 
annual decision on Regulatory Engagement Status from the Scottish 
Housing Regulator. The Association is currently classed as low-
engagement. This is published on the Scottish Housing Regulator and 
the Association’s websites. These results are reported  to the 
Management Committee on an annual basis and any increased 
engagement deemed necessary by the Scottish Housing Regulator will 
be highlighted and reported in the same way.   

 
(iv) Policies and procedures:  The Tenant Participation Policy is 

displayed in both of the interview rooms within the office and 
appropriate staff documents, such as Health & Safety Statement and 
Whistleblowing Policy are displayed on the Staff notice board.  Various 
policy documents are contained within the Association’s website, 
www.cernachha.co.uk and tenants are able to download these directly 
from the website.  It is the Housing & Corporate Services Officer’s 
responsibility to ensure that these are kept up to date. 
 

http://www.cernachha.co.uk/
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Local residents are notified of service policy reviews within the 
newsletters and encouraged to participate in the review process.  

 
(v) Non-confidential Committee papers and minutes: The most recent 

set of adopted Management Committee minutes (minus any 
confidential sections) are available on the Association’s website and 
will be available to any member on request. Where such a request is 
made, the Association will provide the document(s) within 40 days.  

 
(vi) Results of the annual external audit:  The external auditor will 

present the audited accounts at the AGM and respond to any questions 
raised. 

 
(vii) Data Protection – Access to Information: Under the Data Protection 

Act 1998 and in line with the Association’s Data Protection Policy, 
tenants, prospective tenants, employees and other individuals about 
whom the Association holds personal information will have the right to 
access the information, unless it is exempt under the Data Protection 
Act.  We will provide copies of any such information we hold within 
thirty days of receiving a request. 

 

7. CONFIDENTIALITY 
 

7.1 It is not possible to produce a prescriptive and definite list of all items 
considered confidential.  The following, however, are considered 
confidential and should, at no time, be divulged inappropriately: - 

 
(a) Personal confidentiality of residents and other members of the 

public will be respected.  This means that the names, 
addresses, details on family composition or economic status (or 
any other means of identification) of individuals will not be given 
in Committee reports or minutes or in any way divulged to 
anyone other than staff members, or other professionals, on a 
‘need to know’ basis.  

 
(b) All data records (both paper and computer) will be kept 

confidential to the appropriate staff members.  No Committee 
member will view an individual’s data records. 

 
(c) Items deemed, on an ad hoc basis, to be confidential.   

  
7.2 Exceptions to the above are: - 

 
(a) Where a resident or other member divulges their own identity 

relating to the matter. 
 

(b) Where the Association has a legal obligation to provide 
information to a third party.   
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8. BREACHES OF CONFIDENTIALITY 
 

 8.1 Any breach of confidentiality, whether deliberate or inadvertent, will be 
dealt with seriously by the Association.  The circumstances 
surrounding the breach will, of course, be taken into account.  All 
breaches will be dealt with via the Staff and Committee disciplinary 
statements and may result in (i) the staff member(s) being issued with 
a warning or dismissed or (ii) the Committee member(s) being 
requested to leave the Committee. 

 

9. POLICY REVIEW 
 

9.1 The Openness & Confidentiality Policy shall be reviewed every five 
years or sooner as deemed necessary by Management Committee.  
The success of this policy shall be measured against the following 
outputs and outcomes: -  

 
 

 
 

 
  

 
 
 

 

Outputs Outcomes 

The Association makes people aware of 
their rights to seek personal information 
held about them by : 
 
a) Statement on ‘contact us’ page of website 

linking to data subject request form 
b) Statement on back page of newsletters 

 Increase in number of 
requests for information 


