
Bournemouth Churches Housing Association, 
St Swithuns House, Christchurch Road, 
Bournemouth, BH1 3NS. 
Fax:  01202 410 600 
Email: mail@bcha.org.uk
www.bcha.org.uk

This information is available in alternative formats, 
eg: your fi rst language, large print, audio tape, or Braille on request. 

Don’t give up before you’ve started.
If you’re facing homelessness or housing issues, 
we can help you fi nd a way forward.
Just call 01202 410 500

Our Policy

Information we hold about you is treated in the 
strictest confi dence. It is kept securely in our fi les 
or on computer. Your fi le usually contains 
documents relating to your application or referral 
to us, records of contact with staff, next of kin/
medical details and letters sent to us or that we 
have sent. Collecting this information helps us to 
provide you with the best service we can.
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confi dentiality and privacy
fi nd a way forwardfi nd a way forward



Your right to see this information
You can ask to see information we 
hold about you. Where possible, we 
can show you your file straight away 
otherwise, please give us at least 5 
working days notice. If you have a 
disability, you can have an indepen-
dent advocate or friend present.

If someone else has provided 
information about you (such as a 
Social Worker, Health Professional, 
Probation Officer or New Deal 
Personal Advisor), then we need to 
get their permission to let you see 
this. We can also withhold anything 
that we feel might endanger someone.

Who else sees this information
Generally, workers in your service/
scheme and their manager will
see your file and computer records. 
Other staff in the organisation may 
also see information about you – for 
example, if you transfer between 
services. 

Sometimes, we need to share  
information with other agencies to 
provide a good service to you or 
because our funders wish to see how 
well we are providing a service. We 
will get your written permission before 
we agree to share information about 
you with other organisations. 

we want you to feel you can trust us
respecting your confidentiality and privacy

By law, if the Police, the courts or 
other agencies are investigating a 
crime or if they need to protect some-
one from serious harm and want to 
see information about you, we may 
have to give the information without 
your permission.

Meetings with Staff
Our staff will always ensure that when 
they meet you to talk about private 
matters, they will arrange to use an  
interview room or other location 
where you cannot be overheard or 
where you are unlikely to be  
interrupted by other people. If other 
people are present, for example when 

staff call to see you, they will not  
discuss private matters in front of 
these people without your permission.

CCTV
At some schemes and offices we 
have installed CCTV cameras to 
provide better security for staff and 
residents. Cameras are only sited in 
communal areas, usually to monitor 
entrance ways. We will always make 
it clear to residents where we have 
CCTV cameras in operation.
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At home
We aim to respect your privacy at all 
times and will only enter your home 
when invited by you. However, if 
BCHA is your landlord, we reserve the 
right to enter your home (or seek a 
Court Order to enter your home) in an 
emergency or in other situations set 
out in your occupancy agreement.

If you live in BCHA supported 
housing, you may have to share 
bathroom and similar facilities with 
other residents. However, we will 
ensure these facilities protect your 
privacy when in use. Our staff will also 
not open your mail unless you give 

your written consent for us to do this 
over an agreed period of time.

Complaints
If you feel we have failed to protect 
your privacy, you have the right to 
make a complaint. Contact Customer 
Services on 01202 410500 for further 
details.


