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7.3 CONFIDENTIALITY & PRIVACY POLICY

Information received by the Pre-School is often confidential and in order to maintain parents’ confidence in our professional approach to this information our Pre-School ensures –

· All parents can see the details kept about their child and themselves at any time,

· Parents will not be given access to the information kept on the other children and their families.

· Feedback given to parents on their child’s progress will be given directly to the parents unless they state a third party can be involved e.g. a childminder or nanny.

· Staff will not comment about the behaviour or circumstances of individual children or their families in the presence of other parents or children.

· If a parent needs to be spoken to in private about their child, provision will be made at the end of a session when all other children have left the premises.

· Information about a child’s medical needs or concerns about Child Protection issues will be kept in a separate file and will only be available to authorised personnel. Health Care Plans and details of food allergies may be visible for Staff to refer to quickly but permission from parents to do this will be sought.
· Students and other visitors to the Pre-School will be made aware of the importance of confidentiality of information and their responsibility to maintain confidentiality within the setting. Students will sign a Student Partnership Agreement prior to starting with us and will read all our Policies and Procedures and sign to say they will adhere to them.
· Information about individual staff members will not be given out to anyone without permission of that person, except in cases of Child Protection or as a result of Whistleblowing.
· Names, addresses, D.O.B. of all staff past and present will be stored securely at pre-school and details of current staff will be shared with West Sussex County Council for training purposes.

· This policy should be read together with our Use of Social Networks and Internet Policy and Guidance
· Permission to discuss children with Outside Agencies will be sought from parents/carers prior to any discussion with that professional with the exception to cases of Safeguarding when the safety of the child is perceived to be at risk by informing a parent/ carer prior to contact with the Safeguarding Agency.

· A Running Record will be kept in each child’s Learning Journal of discussions with parents, other settings, Outside Agencies, Schools, WSCC. Parents have open access to their child’s record as part of their Journal.
