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Confidentiality Policy
Ref;  Data Protection Act 1998
         Freedom of Information Act 2000.

         Statutory Framework for EYFS Sept 2008.  ( Documentation p.40.)

We are required to keep detailed records about staff, children and parents. This is confidential information which a number of staff will need to have access to for a number of legitimate reasons. All information must only be used for the benefit of the children in our care in order to promote their welfare to the best of our ability.
In order to ensure that all information given to those who work at abc settings remains confidential we will take the following actions; 

· Parents and carers will have access upon request, to the files and records of their own children but no access to information about any other child.

· No member of staff will dscuss personal information given to us by parents, children, other staff or other professionals with anyone outside the setting in which they work, except where it may affect a child’s future welfare needs.  ( This includes repeating matters heard between both abc settings)
· Employees and former employees must not discuss any aspect of abc nursery and or Childcare Centre outside the confines of the abc premises.
· All new employees will be advised about the importance of confidentiality during the induction process.

· Information received about children and adults attending abc will not be given to anyone without the permission of the child’s parents or that of the adult concerned.

· Information gained by employees through observations and/ or discussion with a parent by the Key person, will not be shared with anyone without the permission of the parents.
· Any concerns which are recorded as a result of our observations/discussions relating to a child’s development or personal safety will be kept in a secure place and only shared with key staff and management on a ‘need to know ‘ basis.
· Personal details about children and their families and also of employees will be kept in a secure lockable place but will remain as accessible as possible for those who need to have access to such details.
· Employees may have access to their own records upon request according to the guidelines of the Small Businesses Association. Training details, performance review reports, and other sensitive records will remain confidential to line managers and any senior staff who are directly responsible for making decisions regarding the deployment of staff and for maintaining high standards of childcare.

· Visiting students on placement from various training courses/ colleges and universities, our own trainees and school children on work experience who are engaged in making observations and working closely with children will be advised about our policy regarding confidentiality. 
· They are expected to respect and uphold all of our policies. 






2.
Use of CCTV Cameras
It is our intention that the installation of the cameras will help to ensure a high quality provision, encourage reflective practice, help to protect staff in the event of an accident or incident and enable us to review progress in staff performance. 

Only key administrators will have access to recorded Audio Video footage. The footage will only be used for staff training purposes (for reflective practice).  This is the primary purpose for installing the cameras in the playrooms ( presently only at number 26).  Footage will be deleted upon completion of the training. 
A secondary benefit may be the recording of any accidents or incidents which occur. This footage may provide vital evidence which could be used for the protection of both staff and children.  

· Agreement must be reached between all parties concerned before any viewing is shared with persons other than Managers and key administrators.

· The managers reserve the right to make final decisions regarding access to footage unless a higher authority or court of law decrees otherwise.

All the undertakings regarding confidentiality as stated above are subject to the  Paramount commitment of the establishment which is to the safety and well being of every child. 
Any employee or student on placement who is found to be in breach of our policy on confidentiality will be disciplined.
See also our - Security of Information / Communication Policy.
        and our -Safeguarding Children Policy.

Policy established in 1990.

Reviewed Feb 2011. MJBeeley.
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