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Confidentiality Policy

Statement of intent

It is our intention to respect the privacy of children and their families, and staff members, while providing high quality early years care and education in our setting. 
Aim

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. Staff are made aware during induction, and on a regular basis, that all matters pertaining to the pre-school, its families, staff and committee, are treated with the upmost confidentiality. 
Developmental Records

1. Observations are made of children in the setting, recorded in notebooks and remain in setting at all times, only accessed by staff. These observations are used to complete NYEY summary developmental reports, also kept in setting and only shared with parents and any relevant professionals.
2.  Memory Books are created for each child containing samples of the children’s work, photos and observations. These are kept in setting and can be accessed, and contributed to by staff, the child and the child’s parents.

Personal Records

1. Any information relating to a child in setting is confidential. These records are stored in a lockable cabinet and are kept secure by the manager and deputy manager in charge.

2. Parents have access to the files and records of their own children but do not have access to information about any other child.
3. Parents will be invited into setting annually to sign the original registration form, to confirm that their details are current.
4. 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 in the role of the key person.
5. Staff, committee and volunteer’s personal records remain confidential.
6. Students on placement are advised of our confidentiality policy during induction and required to adhere to it. 
Members of staff and committee will not discuss any aspect of the group, business or children attending the Acorns Pre-School, outside of the premises/meeting venue, or any other appropriate venue. Failure to do so may result in disciplinary action being taken, as this is a breach of contract.

All staff and committee must read and sign to accept the terms of Acorns Acceptable Use Agreement – ICT and E Technology.

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 Safeguarding Policy’.

All of the above applies to Little Acorns.
	This policy was formulated by a sub-committee and adopted at a meeting of
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The Old Police House, Little Market Place, Masham,
North Yorkshire HG4 4DY
Telephone: 01765 680203

Web: acorns.masham@googlemail.com
Email: acorns.masham@googlemail.com
Charity No 1035056  -  Ofsted Registration No EY266330


