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CONFIDENTIALITY POLICY

Updated November 2008
The Pre-School’s work with the children and families will sometimes bring us into contact with confidential information.

To ensure that all those using and working in the Pre-School can do so with confidence, we will respect confidentiality in the following ways:

· All members of Management Committee and staff will sign a Confidentiality Agreement prior to joining the Pre-School.

· Parents will have ready access to the files and records of their own children without removing files from the Pre-School, but will not have access to information about any other child.

· Staff will not discuss individual children, other than for purposes of curriculum, planning/group management, with any other than the parents of the child,

· Information given by parents to the Pre-School Supervisor or key-worker will not be passed on to the other adults without permission. The filing cabinet can only be accessed by all members of staff on the payroll and the Chair of the Management Committee. 

· Any anxieties/evidence relating to a child’s personal safety will be kept in a confidential file and will be shared within the staff group and the child’s key-worker.  Any information regarding children, staff or parents should be regarded as totally confidential.

· Students on Pre-school Learning Alliance courses or other courses observing the Pre-School will be advised of our confidentiality policy and are required to respect it.
· The staff file can only be accessed by the Chair of the Management Committee, the Administrator and the Pre-School Supervisor, in accordance with the National Care Standards.  Staff will be able to have access to their own file through one of the above.
· Parents are reminded to refrain from speaking to members of staff about their children or other children in their care outside of Pre School hours and outside of the Pre School building. Any concerns must be brought straight to the Supervisor in the first instance.

· Staff are also aware that it is unprofessional and illegal to speak to other parents or members of the public about Pre School issues or children.

All the undertakings above are subject to the paramount commitment of the Pre-School which is to the safety and wellbeing of the child.  Please also see our policy on Safeguarding Children.
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