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Caritas Youth and Community Service
Service Quality Standards 14
14. Protection of Personal Data and Privacy of Service Users

Policy of Protection of Individual Privacy and Dignity

Policy
As a charitable organization to promote welfare service for service users, Caritas —
Hong Kong and its staffs are prohibited from disclosing any personal data of service

users with the exception of the following circumstances:

1) Disclosure of personal data to help prevent any serious and foreseeable situation
to be occurred.

2) Disclosure of relevant part(s) of personal data of service users obliged by the local
legal authority.

Mission

1) Atthe time of providing services to service users, protection of their personal data

and dignity is the fundamental obligations of staffs of individual service units.

2) Staffs of individual services units are required to acquaint themselves with this

policy and execute it in effective manner.

3) Staffs are urged to clearly inform service users of their rights in this respect.

Procedure for Protecting Personal Data of Service Users

To comply with the requirements of the “Guidelines on Personal Data (Privacy)

Ordinance, staffs are required to adhere to the following procedure:-

1) Under no circumstances may staffs discuss any personal data of service users

unless such discussion is under a confidential mode.

2)  When case is under legal proceedings, personal data of service user must be kept
confidentially. Only appropriate and relevant personal data can be released to

fulfill the requirements of Court order.
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3) Staffs need to take every cautionary step to prevent leakage of personal data of
service users during data transmission via personal computers, electronic emails,
telephone calls, voice mails and/or any other electronic means or I.T. technologies.

Staffs must avoid from disclosing personal identity of any particular service users.
4) At time of teaching, training and/or seeking opinions, staffs should not disclose

information on personal data of individual service users, unless permission is

sought from them.
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