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Confidentiality & Disclosure policy & procedure
Statement of Intent

At Stepping Stones we endeavour to take positive steps to ensure that all children, parent/carers and staff are treated fairly, with dignity, respect and within a climate of confidentiality.

We believe that children and parent/carers have a right to expect that confidentiality will be respected and maintained, whilst ensuring that they access high quality early years care and education in our setting.

Aims
Within our setting we make a continuous effort to:
· Ensure confidentiality
· Maintain a positive and welcoming ethos
· Work to ensure partnership with parent/carers
· Ensure a sense of fairness for all members of our setting community- Children, parents/carers and staff
· Develop and deepen trust

Disclosure

To allow the development of trust within the setting, there has to be an understanding between parent/carers and staff that, although information is disclosed in confidence, it may be necessary for this knowledge to be shared with one or more persons within the setting, e.g. supervisor, floor manager, keyperson.
Staff may need to share information, whilst at the same time maintaining the setting’s interpretation of confidentiality and disclosure. This is not always easy and information is divulged only on a “need to know” basis, where the staff’s effectiveness in caring for the child would be aided by the knowledge and information.

Sharing Information 

We aim to ensure that all parents/carers can share their information in the confidence that it will only be used to enhance the welfare of their children.  Everyone working at playgroup (staff, volunteers and students) will respect confidentiality at all times, even after employment/placement has ceased.
We keep two kinds of records on children attending our setting: 

1.   Developmental records  

· These are recorded on our secure online Famly programme.  

· These include observations of children in the setting, samples of their work, significant achievements and progress summary reports.

· They can be accessed, and contributed to, by staff, the child and the child's parents/carers using a unique individual password.
2.   Personal records   

· These include registration and admission forms, signed consents, and correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies and observations by staff on any confidential matter involving the child, such as developmental concerns or child protection matters.

· These confidential records are stored in a lockable filing cabinet and are kept secure by the office manager, supervisor and manager.

· Parents/carers have access to the files and records of their own children provided that no relevant exemptions apply to their disclosure under the Data Protection Act (DPA) 1998 and GDPR 2018.
· Staff will not discuss personal information given by parents/carers with other members of staff, except where it affects planning for the child's needs or safeguarding issues. Staff induction includes an awareness of the importance of confidentiality in the role of the Key Person. 

· Staff must be aware of their responsibilities under the Data Protection Act 1998 and GDPR 2018 and where relevant the Freedom of Information Act 2000. 

Other records

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

· Students, volunteers or any other recognised education professional, when they are observing in the setting, are advised of our confidentiality policy and required to respect it.

Procedure
All records kept on the children (both personal & developmental) are confidential and kept by the child’s keyperson and stored in a lockable filing cabinet in the office.
· Parents/carers have access, in accordance with parent/carer partnership requirements to their own child’s records but do not have access to information about any other child.
· Staff will not discuss personal information given by parents/carers 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.

· Issues to do with employment of staff, whether paid or unpaid will remain confidential to the people directly involved with making personnel decisions.
· Everyone involved within playgroup (staff, volunteers, students, parents/carers) will be made aware of our confidentiality policy.

· Anxieties/evidence relating to child/ren’s personal safety will be kept in a confidential file and will be shared with the parents/carers, keyperson, manager and supervisor following safeguarding procedures unless the incident is taken further.  Then records will be shared with relevant outside agencies ie Social Services as official procedures require.

· Any breach in confidentiality from staff and parents/carers will be taken seriously and dealt with accordingly (as stated in disciplinary procedure).

· Famly learning journals may be updated off site – see Famly risk assessment.
All the undertakings above are subject to the paramount commitment of the setting, which is to the safety and well-being of the child.  Please see also our policy on Safeguarding/Child Protection Policy and Procedure/Information sharing policy & procedure.
Updated and implemented Autumn Term 2022 – reviewed regularly and the procedure monitored and evaluated

2

