[image: image1.jpg]


Confidentiality Policy


It is our intention to respect the privacy of our children and their families within our pre-school. We aim to ensure that all parents can share information in confidence and that it will only be used to enhance the welfare of their child.

· Parents have ready access to the files and records of their own children but do not have access to information about any other child. 
· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs

· Staff induction includes an awareness of the importance of confidentiality concerning the running of the Pre-school and information relating to the children and their families. A full investigation will be carried out and the necessary action taken if confidentiality concerns are raised.
· Any concerns/evidence relating to a child's personal safety are kept in a secure, confidential file and are shared with as few people as possible on a "need-to-know" basis. 

· Personal information about children, families and staff is kept securely in a lockable file whilst remaining as accessible as possible.

· Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.
· Past records of children and staff are kept for five years after leaving Bizzy Bears pre school and child protection information for twenty one years and seven months in a lockable file on the premises. I

· Staff and Parents must be aware of their responsibilities to the Pre school when using social networking sites such as Facebook.

Our confidentiality policy must be adhered to at all times, even outside Pre   school hours.

· We ask that parents do not post photos of Pre school events on the internet featuring children without consent from their parent/carer.

· It is important that staff maintain their professional status as childcare workers and therefore act carefully if deciding to foster relationships with parents online. Disciplinary action could result if the Pre school is brought into disrepute.

· If you wish to speak to a member of staff in private, arrangements can be made.
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