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The aim of this policy is to easure that staff safeguard all confidantial Information while tcavelling from one
one facilityflocation to another durlng the course of their working day or transfering confidentlal
information through the use of third partles such as Royal Mail or other Courier Sendces.

Thiz may include confidential information centalned vithin work diaries, notahooks, case papers, patient
medical records, soctal case records, ‘fap top’ computess, etc,

The guidance covers the following areas: €erfidential infarmaticn contalred
seithin work diarias, notebooks, £ase

Tracking and uazing records papers, panient medlatraceros, social
£8re records, Tap top’ Lomputars, atc
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