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C O N F I D E N T I A L I T Y   G U I D E L I N E S AND POLICY
· Be aware of Safeguarding Policy and Procedures.

· Be clear who you can share information with and what information you should share – see guidelines re: information sharing procedures.
· Never be drawn into discussing one Children’s Centre family with another CC family
· Children’s Centre families should only be discussed with other appropriate professionals from the Centre or the key agencies involved.
· Be careful what you say to colleagues when meeting them away from the Centre in relation to work.

· Keep written information in the central office.

· When talking to other professionals who know the families be clear why you are sharing the information.

· Think about what you tell your own family and friends.

· Never enter into a collusive relationship about confidentiality.

· Strike a balance between the protection of children and enabling parents to feel okay about using the Centre and other services.
POLICY:

It is our intention to respect the privacy of children and their families whilst ensuring that they access high quality early years services from our settings. In doing this we will be adhering to data protection and information sharing guidelines. 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 the families attending.

· Signing in registration forms with dates/times/ emergency contact details of parent or carer. In the event of an accident please refer to our accident policy.

· Confidential records are stored in a locked cupboard or filing cabinet.

· Parents have access, in accordance to records procedures (e.g. CAF/referrals) 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.

Other records:

· Issue’s to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions

· Volunteers and students when supporting the service delivery are advised of our confidentiality policy and are required to respect it.







