Neatishead and Barton Preschool

Confidentiality and client access to records Policy
It is our intention to respect the privacy of children and their parents/carers, while ensuring that they access high quality early years care and education in our setting. 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 their children. There are record keeping systems in place that meet legal requirements; means of storing and sharing that information take place within the framework of the Data Protection Act and the Human Rights Act.
Confidentiality procedures

· We regard information received from parents/carers as confidential on the basis of sensitivity of information. All parents/carers sign an Information Sharing Document (GDPR) on admission of their child.
· Confidential records are stored and kept secure in the setting office 

· 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
· All staff (including volunteers and work experience students) are asked to sign a confidentiality agreement document.
Children’s Records

· Developmental Records: These include observations of children in the setting, photographs and samples of their work and summary developmental reports. 
· Personal Records: These include registration and admission forms, signed consent forms, and correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, an ongoing record of relevant contact with parents, and observations by staff on any confidential matter involving the child, such as developmental concerns or child protection matters.  These may also contain medical reports.
We retain children’s records in line with statutory guidelines after they have left the setting.  These are kept in a secure place (locked away in the filing cabinet in the outdoor shed).
Provider Records

· All records are kept in an orderly way in files and filing is kept up-to-date.

· Financial records are kept up-to-date for audit purposes. These are kept with the committee Treasurer.
· Health and Safety records are maintained; these include risk assessments, details of checks or inspections and guidance etc.

· Our Ofsted registration certificate is displayed.

· Our Public Liability insurance certificate is displayed.

· All our employment and staff records are kept securely and confidentially.

Client access to records procedures
Parents have access to any records held on their own child, unless there is a child protection issue, but they do not have access to information about any other child.

Parents/carers are encouraged to read and contribute to children’s learning journeys. They are invited in to share their child’s work/progress at least once every term.
Links to other relevant policies:
· Safeguarding policy
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