
Confidentiality Policy and Procedure
Aim:

Bisley Pre-School work with children and families which will sometimes bring us into contact with confidential information.

To ensure that those using and working in the Pre-School can do so with confidence, we will respect confidentiality in the following ways:-

· All Pre-School staff, Committee and Student Placements are required to sign a confidentiality agreement.

· Student Placements when they are observing in the Pre-School will be advised of our confidentiality policy and required to respect it.

· All confidential records and information will be kept securely in a lockable cabinet/cupboard.

· Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with people other than the parents/carers of that child.

· Information given by parents/carers to the Pre-School Managers or             Keyworker, will not be passed on to other adults without permission.

· No information will be passed onto outside agencies without parents/carers permission.

· Issues to do with employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions.

· All items discussed at any meetings by staff/committee or volunteer  

members, relating to Pre-School matters will remain confidential.    

· Any anxieties/evidence relating to a child’s personal safety will be kept in a confidential file and will not be shared within the group except with the child’s Keyworker/Managers, Child Protection Liaison Officer and the Chairman.

· All matters, information, documents, photos and discussions relating to the    

     Pre-School are deemed confidential and will not be shared or discussed via 
     Social Networking Sites.  Staff/committee or volunteers found to be in breach
     of this will face a disciplinary hearing.

· The use of personal mobile phones by all in the Setting is strictly on an emergency basis only.  Under no circumstances will they be used to take photographs or recordings within the group.  (Refer to Mobile Phone Policy).
All the undertakings above are subject to the paramount commitment of the Pre-School which is to the safety and wellbeing of the child.  Please see also our Safe Guarding Children Policy.

The Confidentiality Policy and Procedure will be displayed in the Pre-School foyer.

Confidentiality Procedure

· All confidential information and records must be kept in a lockable cabinet/cupboard.

· Parents/carers will have ready access to the files and records of their own children which include: - keyworker files, child profiles, observations and assessments, photos, contact details, registration forms, accident, incident, medication records and settling in books.
· Bisley Pre-School adheres to the Freedom of Information and Data Protection Acts. (www.opsi.gov.uk)

· Bisley Pre-School subscribe to the Information Commissioner.

The Confidentiality Policy and Procedure will be reviewed annually by the Pre-School Committee.  Changes can only be made with full agreement of the Committee and the Pre-School Management Team.

Signed:






Date:

