INFORMATION MANAGEMENT POLICY (TEMPLATE)

An information management policy should include the following:

· Members, employees of, or persons assisting the committee or activity must not directly or indirectly make a record of or disclose any identifying information whatsoever acquired by them as members of the Committee other than in accordance with the relevant legislation or unless consent is given by the individual to whom the information pertains.   

· Members, employees of, or persons assisting the committee or activity must at all times ensure the security of all records in their possession relating to the committee or activity.

· A procedure governing the copying, destruction and secure storage of documents should be adopted, for example:

· how is information stored 

· who has access to stored information 

· how long is information stored

· how is information destroyed 

