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Confidentiality & Records Management Policy 

 
 
 

1. Purpose 
 

This policy sets out our commitment to protecting confidential information and managing company 
records responsibly. It ensures compliance with legal, regulatory and contractual requirements while 
safeguarding the integrity, security and availability of information across the organisation. 
 
 

2. Scope 
 

This policy applies to all employees, contractors, consultants and third parties who handle information 
or records on behalf of the company. 
 
 

3. Confidentiality Standards 
 

3.1 Protection of Information 
 

All confidential information—including client data, commercial information, employee details and 
internal documents—must be protected against unauthorised access, disclosure or loss. 
 

3.2 Appropriate Use 
 

Confidential information must only be used for legitimate business purposes and shared strictly on a 
need-to-know basis via approved secure systems. 
 

3.3 Third-Party Sharing 
 

Any disclosure to external parties must be governed by appropriate contractual safeguards and 
comply with data protection legislation. 
 
 

4. Records Management Requirements 
 

4.1 Record Creation & Accuracy 
 

Records must be accurate, complete and created in line with regulatory, legal and operational 
requirements. 
 

4.2 Secure Storage 
 

Records—whether physical or digital—must be stored securely, using approved systems and storage 
locations that maintain confidentiality and integrity. 
 

4.3 Retention & Disposal 
 

Records must be retained for the period specified in legal or internal retention schedules. When no 
longer required, they must be securely destroyed (e.g., shredding, secure digital deletion). 
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4.4 Access Controls 
 

Access to records is based on job role and follows the principle of least privilege. Unauthorised 
access is strictly prohibited. 
 
 

5. Information Security Measures 
 

Employees must follow all IT and information security controls, including strong passwords, 
encryption, secure file-sharing and safe handling of physical documents. 
 
 

6. Reporting Breaches 
 

Any suspected or actual breach of confidentiality, loss of information, or improper handling of records 
must be reported immediately. All incidents will be investigated and addressed promptly. 
 
 

7. Responsibilities 
 

Employees and contractors must: 
 

• Comply with this policy and related procedures. 

• Protect information in their possession. 

• Complete required training. 

• Report concerns or breaches without delay. 
 
 

8. Non-Compliance 
 

Failure to comply may result in disciplinary action, termination of employment or contract, and 
potential legal consequences. 
 
 

9. Review 
 

This policy will be reviewed annually or earlier if required by changes in law or business operations. 
 
 
 
 
 
Name: Jason Lloyd Position: Director 
 
 
 
Signature: J Lloyd  Date: 01/01/2026 
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