
 POLICY 13 – CONFIDENTIALITY, INFORMATION SHARING AND DATA PROTECTION
INFORMATION SHARING AND CONFIDENTIALITY

Information received by the setting is often confidential and we comply with the relevant parts of:

· The Human Rights Act 1998

· .The Common Law Of Confidentiality

· The Data Protection Act 1998

· The Children Act 1989

· The Children act 2004


This ensures that we act appropriately with regard to confidentiality whilst still complying with our duties of co-operation and integrated working between children’s services, and acting in the best welfare interests of children.

Confidential information will not be shared without prior consent except in specific circumstances where our legal duties prevent this. It will be used only by staff or committee officers in connection with their duties. At times this may include disclosure to other relevant professionals in the childcare, health or social services fields. This information will only be shared, on a “need to know” basis, after confirming the identity/authority of the person concerned, and with parent’s prior consent, except in circumstances where the disclosure is necessary for compliance with a legal or statutory obligation, or it is necessary in order to protect a child’s welfare. 

Parents will be asked to sign consent to share information about children’s development and their activities at the centre, with other childcare/education settings that the child also attends. We  will also ask for consent to share relevant information with the school or other setting that a child is moving on to, at the relevant time. This is to ensure continuity for the child, and as smooth a transition as possible.
 Individual development records are kept by the keyperson allocated to that child. They may be shared with staff with particular responsibilities, where their assistance or advice is needed. E.g. SENCO, child protection officer. Development information will be shared with other staff members only, at planning meetings, and any information discussed is kept confidential within the staff team. 

Highly sensitive information such as child protection issues, will only be disclosed by the leading practitioner to staff  who “need to know” in order to fulfil their duty to the child’s welfare, and if necessary, to the chairperson. 

Parents are free to view their child’s records at any time.
Essential information such as dietary allergies may be shared with “parent-helpers” who are assisting in looking after children. 

Feedback given to parents on their child’s progress or personal issues will only be given directly to the parents unless they give permission for a third party to be involved. E.g. childminder or close relative.

Summaries of attendance/invoicing records for individual children may be shared with government benefits/funding/tax agencies. This may be without prior consent, to fulfil our legal obligations. Staff ensure the identity/validity of all persons with telephone or written requests for such information about individuals, before releasing information.
Staff, students and visitors to the setting will be made aware of the importance of confidentiality of information and their responsibility within the setting. Confidentiality policies are available to parents at all times.

Information about individual members of staff will not be given out to anyone without permission of that person except in the case of Child Protection. (see policy - Child Protection)

All adults working within the centre - staff, students, committee, parents on rota and volunteers, are required to keep confidential any information regarding individual children (and their families) or staff  which may become known to them during the course of their work or attendance at the Centre. If any issues or situations arise which concern parents or volunteers they are asked to speak to a member of staff. We will always resolve any issues within the group or if necessary by speaking with parents confidentially. Staff, committee, students, parents and volunteers are advised that in the interests of confidentiality, it is not appropriate to discuss the Centre’s activities, and particularly not individual children, families or staff, on social networking sites. Any inappropriate references made on such sites will be dealt with seriously and promptly.  
DATA PROTECTION

Any information about individuals will be kept confidential and securely held.
Information received about individual children and their families is used only for the purposes of providing a childcare service of good quality, which takes into account individual children and family circumstances and backgrounds, allowing us to take proper consideration of equal opportunities and the individual needs of each child and family. We also use the information to maintain the relevant records to support this service and comply with legislation requirements. We maintain a written record of the individual family and child. This information is mainly drawn from the registration forms, initial questionnaires, and consent forms. We also maintain computer records containing this information. This enables us to calculate invoices, handle bookings, produce registers, address lists for our own correspondence, and lists of relevant information for other childcare purposes such as dietary needs, allergies or medical conditions, and emergency contact lists. All parents can see the details kept about their child and themselves at any time.

Digital photos/video may be taken of the children e.g. special events/outings or curriculum activities, and used for displays and record keeping and for evidence of activities/procedures for OFSTED or Quality Assurance purposes. Parents/carers will be asked to give written permission for this, to be completed at the time of admission to the setting. If parents consent these may be also used for advertising or promotion of the playgroup. Photos/video will not be used or available outside of the Centre premises nor for any purpose except as above, unless parents give specific permission.
Any computers containing personal information are password protected. If it is necessary for committee officers or staff to copy information to a memory device for work away from their main computer, this device is also password protected. Back-ups may be made periodically of information, in case of computer failure. If so, these are stored securely. 

All written personal records and those personal records contained within communal records are stored in the main cupboard, which is locked when the center is not operating, and are accessed only by staff or by designated committee officers in connection with their duties. Individual development records are kept by the keyperson allocated to that child and may have to be worked on at their home. The lead practitioner may also have to work on documents at home. If so, staff take care to ensure their safety and confidentiality at all times.

The Centre is registered with the data protection agency.

If you have any objection to information about you or your child being held and used as per this policy, you should put this in writing to the leading practitioner or chairperson.
STORAGE, USE, HANDLING, RETENTION AND DISPOSAL OF DISCLOSURES AND DISCLOSURE INFORMATION

By completing an application form for employment at Mulbarton Children’s Centre, applicants are consenting to a CRB check upon offer and acceptance of a job. Disclosure information received as part of the CRB checking procedure is kept in a locked cupboard and accessed only by the chairperson or lead practitioner for the purposes of vetting staff. A copy of the disclosure is kept for 6 months after the recruitment decision has been made (to allow for dispute/complaint), and is then shredded. A record is however kept, of the date of issue of the disclosure, the name of the subject, the type of disclosure requested, the position for which the disclosure was requested, the unique reference number of the disclosure, and the recruitment decision taken. Should we exceptionally need to retain the disclosure information beyond this period we will consult with the CRB about this, giving due consideration to data protection and the human rights of the individual concerned. At no time is disclosure information kept in any insecure receptacle.
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