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Confidentiality Policy
This policy is to be read in conjunction with the Safeguarding, Child Protection, Online safeguarding and Single Equalities policies
Aims 

• To encourage children to talk to a trusted adult if they are having problems.

• To ensure all adults working in our setting deal confidently with sensitive issues.

It is our intention to respect the privacy of children and their parents/carers, while ensuring that they have access to high quality early years care and education in our setting.

We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.

Legal Requirements

Human Rights Act 1998

Gives everyone the right to “respect for his private and family life, his home and his

Correspondence”, unless this is overridden: by the pupil interest, for reasons of child protection, for the protection of public safety, pupil order, health or morals or for the rights and freedoms of others.

Data Protection Act 1998 and GDPR 2018 
Applies to personal data of living, identified viable individuals, not anonymised data, manual and electronic records. 

We know that settings need to be clear, when collecting personal data, and clear about what purposes it will be used for. We have policies to clarify this to staff.

(Data protection policy)

Freedom of Information Act 2000

Amends the Data Protection Act and gives everyone the right to request any records a public body, including schools, holds about them. A school may withhold information it has if it is considered the information may damage the recipient, if disclosed. School data or record keeping policy should also cover the requirements of this Act. (Information Sharing policy)
Children’s Act 2004

The Children’s Act, 2004, sets out the following objectives under every child matters agenda:

• Children and Young People are mentally and emotionally healthy

• Children and Young People are healthy

• Children and Young People choose not to take illegal drugs

• Children and Young People are safe from maltreatment, neglect, violence and sexual exploitation

• Children and Young People have security, stability and are cared for

Moral and Values Framework 

At Highfield Children’s Centre Company, we approach confidentiality within our moral and values framework and thus it is translated clearly and consistently into all areas of our working practices through our

· Curriculum content

· Teaching methods

· The relationships within the company
· Team Work
· Policies and Procedures

· Parent Partnerships

Information held about children

• Information about children will be shared with parents/carers but only about their child. Parents/carers will not have access to any other child’s information and progress at any time. Parents/carers should be aware that information about their child will be shared with the receiving school or setting, if and when they change. Our on-line Tapestry journal will be sent to the child’s individual school. A permission slip is attached to individual Registration Forms for parents to give consent to this happening. All Learning Journeys will be deleted after 3 weeks of a child leaving.
• All personal information about children including Child protection and social services records are regarded as confidential. The setting manager will decide who will have access, and whether those concerned have access to all, or only selected information.

• Information regarding health reports such as speech therapy, medical reports, Special Needs reports, EHCP, minutes of meetings, Social Care and Health Services will be kept securely.

We keep two kinds of records on children attending our setting:

1. Developmental records (Tapestry Journal)
· These include observations of children in the setting, samples of their work, summary development records and records of achievements.

· They are kept on-line and can be contributed to by staff, the children and their parents.

2. Personal records

· These include registration and medical form, signed consents, correspondence concerning the child or family, reports or minutes of meetings concerning the child from external agencies, an ongoing record of relevant contact with parents, observations made by staff on any confidential matter involving the child, such as developmental concerns or safeguarding children matters.

· These confidential records are stored in a lockable file and are kept secure by the setting manager.

· Parents have access, in accordance with the access to records procedure, to the files and records of their own children but do not have access to information about any other child.

· It may be necessary for staff to discuss personal information given by parents with other appropriate members of the team where it affects individual children’s needs. Team induction includes an awareness of the importance of confidentiality in the role of the key person.

Other records

· Issues to do with the employment of team members, whether paid or unpaid remain confidential to the people directly involved with making personal decisions. We follow GDPR protocols.
· Students or volunteers are advised of our confidentiality policy and are required to respect it. They read and sign to adhere to procedures.
Access to personal safeguarding records

Parents may request access to any records held on their child and family ONLY following the procedure below:

· Any requests to see the child’s CP personal records by a parent or person with parental responsibility must be made in writing to the Setting manager.

· The Setting manager informs the Named Social Worker if Social Care are involved 
· The setting commits to providing access unless it is deemed that the child may come to significant harm or that the named Social Worker refuses due to grounds of Child Protection action planning.

· The Setting manager will prepare the record for viewing.

· The file will also include information from any other agencies, including social care services, the health authority, etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them.

· When all the consents/ refusals to disclose have been received these are attached to the copy of the request letter.

· A photocopy of the complete file is taken.

· The Setting manager goes through the file and removes any information which a third party has refused consent to disclose. This is best done with a thick black marker, to score through every reference to the third party and information they have added to the file.

· What remains is the information recorded by the setting, detailing the work initiated and followed by them in relation to confidential matters. This is called the ‘clean copy’.

· The ‘clean copy’ is photocopied for the parents who are then invited in to discuss the contents. The file should never be given straight over, but should be gone through by the Setting manager.
· Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the setting or another (third party) agency.

All the undertakings above are subject to the paramount commitment of the setting, which is to the safety and wellbeing of the child (refer to our child protection policy).

Specific Issues
All adults working in our setting

• Implement the Safeguarding and Child Protection Policy.
• Maintain professional standards of confidentiality about anything seen or heard within the setting.

• Who has a concern about a child, but does not feel they know the child’s circumstances well enough to make a judgment about procedure, that adult should discuss their concerns with the Setting manager who will have greater knowledge of the child, at an appropriate place and time.

• Should adhere to and enforce the settings procedures for the taking of and use of photographs and video recording at Highfield Children’s Centre Company.
• No child’s personal details will be given out over the telephone until the validity of the request has been ascertained via a returned call.

• Unconditional confidentiality should never be given.

• If an adult receives external information that leads them to believe there is a child protection issue, they could refer the information to the child protection co-ordinator (Setting Manager)

• Adults should be sensitive when discussing an individual child’s behaviour in the presence of another child.

• No adult should enter into detailed discussion about a child’s behaviour or progress with other children or their parents.

Children
• Age appropriate responses will be used where sensitive issues are to be addressed 
• All adults should not put pressure on children to disclose personal information and should discourage from applying any such pressure.

• All adults will remind children that some information they share in the setting may need to be shared with other adults for their protection.

• Children will be reassured that, if information has to be shared, they will be informed first and then supported appropriately.

• If a child and his/her parent/carer wish to highlight an issue to a peer group then this will be carried out sensitively by the keyperson e.g. bereavement.

Dissemination of the Policy

All staff members, Directors and adults working in the Setting (including voluntary helpers) will receive a copy of this Policy. 

A copy of the Policy is available from the Managers office in the Policy File.
The manager must promote a positive workplace culture and are responsible for ensuring that: 

Effective management of all staff to ensure continued levels of service are maintained while allowing appropriate breaks to comply with working time and health and safety regulations. 

All employees must: 

• Comply with this policy 

• Take care of their own health and safety and that of others who may be affected by what they do, or fail to do, at work. 

Review of the Policy 

This policy will be reviewed annually which will be carried out jointly by the Directors and Manager. Reviews during this time, will take into consideration legislative changes and setting protocols will be changed as necessary.

Agreed by Directors 		Name: Ruth Coleman


Signature:       �
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