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The Careers Group Statement on Confidentiality
The Careers Group is governed by both professional ethics and legal requirements in safeguarding the confidentiality of its work with clients.

These requirements are expressed in a number of statements and documents:

1. The Statement of Service promises clients that (a) our work with them will remain confidential and (b) that where we seek their feedback on any topic, they can chose to remain anonymous.  

2. Published reports on users of the service and on client feedback are statistical, and are not related to individuals.

3. Formal referral of a client is rare. Referral necessarily involves some transfer of information about the client’s circumstance to another person or agency, and the client is therefore asked to sign a statement (the Referral Consent Form) agreeing to the disclosure of specific information to specific individuals.  Legal requirements override professional standards here:  e.g. if the adviser knows that the disclosure requirements of the Children Act or Rehabilitation of Offenders Act are being ignored. 

Rarely, staff may be called upon to make a referral in an emergency situation without the explicit consent of the client.  This may entail passing on information about the client to a third party. (For more information see our sheet on Careers Education, Information and Guidance and the Regulatory Framework). Guidelines for staff in how to deal with such situations are provided in our Responding to Difficult Behaviour sheet. 

4. In third-party work the same professional ethics apply but need to be explicitly drawn to the attention of commercial clients.  Thus, in a consultancy arrangement, our work with individual clients remains confidential even where we are being paid to undertake the work by a third party. The contract with the Third Party defines the services we can and cannot provide, and it is available to the individual clients we work with within the consultancy.

Referral (or a decision not to refer) to the next stage of a recruitment process is inherent in consultancy pre-selection work, and the individual is deemed to have given informed consent to that decision by participating in the process.

5. Confidentiality is an issue in record keeping:  client’s career discussion forms, results of MBTI and ability tests, and our notes made during interviews are kept in locked cabinets and accessed only by staff.  We follow the University of London’s Record Management Policy.

6. Complaints are handled in confidence, although a certain amount of disclosure and sharing of information must necessarily occur within agreed procedures.
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