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Confidentiality Policy

Policy Statement

To ensure confidentiality is observed at all times where necessary.

Aims

· For staff and parents to be able to discuss pre-school matters without concern of details being misused.

· For the children‘s personal details to be accessible to staff only.

· To prevent embarrassment or offence being caused to any child, parent/carer or member of staff.

Guidelines

· Registration forms and other documents containing personal information about a child/ or family are only to be accessed by staff.

· Personal records are only to be accessed on a need to know basis.

· Any information received by parents/carers either by a child, another parent or a member of staff will be treated as confidential.

· Any concerns regarding confidentiality to be discussed with a member of staff immediately.

· Issues regarding child abuse – please refer to the Safeguarding Policy.

· If parents wish to see their own child’s personal records this can be arranged with the Pre-school manager or key worker.

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

· Information given to a member of staff by parents/carers will not be passed on to other staff members or outside professionals without prior consent.

· If a parent wishes to discuss an issue in private this will be arranged.

· Staff and Committee members will be asked to sign a Non Disclosure agreement to ensure confidentiality is understood.

Committee meetings

All members of Staff and Committee of the Oldfield Park Pre-School agree to treat in confidence, all matters and issues brought before the committee,

during the regular committee meetings and the Annual General meeting, brought before sub-committees or raised during private conversations between staff and/or committee members.  This policy includes issues involving all outside agencies, staff and employment issues, individual children’s educational records and fee payment details.

Conclusion

By following this policy Oldfield Park Pre-school hope to provide an environment where confidentiality is recognised and observed.  

Reviewed June 2020
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