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Safeguarding children

1.3 Confidentiality, Client access to records& Information Sharing
Policy statement

We respect the privacy of each child and their family therefore all staff at Beechoak Farm will maintain a ‘confidential relationship’ with each family at all times. All information shared by families with us will be of benefit to the child only to enhance the care given. We have systems of record keeping, storing and sharing information that fall in line with the Data Protection Act and Human Rights Act. Information will only be shared if we feel a child may be at significant risk of harm or suffering.

Procedures

Confidentiality

· Parents make it clear to staff at Beechoak Farm if the information they are sharing is confidential.

· Staff are requested to sign a confidentiality form on induction at Beechoak Farm and are aware that any information about children or families at Beechoak is not to be shared outside of the setting. Staff do not take home any documents about any of the children, any report writing, planning etc is completed during work hours and is left behind securely on the premises at the end of each day. 
· We inform parents if it is necessary to record any confidential information in addition to general information we keep. For example:

· Information regarding unexplained injuries.

· Concerns or changes in relation to the child or family.

· Discussions regarding sensitive matters.

· Any information regarding external agencies involved with the child.

· Any information related to Child Protection issues.

Client Access

· ‘Learning Journals’ (general developmental information) are readily available for parents to view online. Parents are encouraged to add information to these freely.

· Any other information regarding the child, their family and any outside agencies involved with the child is securely kept in the office.

· To gain access to this information parents must inform the Officer-in Charge at the start of the day and she will ensure it is ready for the parent concerned to view it by the end of the same day.

· In extreme circumstances legal advice may be sought before the file is shared.

Information Sharing

· All records are kept secure, any information on these records will not be shared without prior consent except in the following situations:

· To prevent a crime from being committed or intervene when one has occurred.

· To prevent the harm or suffering to a child or adult.

· When not sharing it could be worse than the outcome of having shared it.

· If any member of staff has concerns regarding the wellbeing of a child they will be brought to the attention of the Officer-in-Charge and the Safeguarding Children Co-ordinator. It will then be decided if it is essential to share any information to ensure the wellbeing of that child. If it is deemed necessary the parent’s request of confidentiality will be overridden.

· We ask for permission to share information to external agencies regarding a child if they have Special Educational Needs. Parents give permission for this on our admissions form.

· All of the above will be carried out to ensure the safety and wellbeing of the child. Please also see our child protection policy.
· All documents relating to safeguarding and any concerns or allegations of abuse relating to a child are retained for a minimum of 50 years.

This policy was adopted by staff at Beechoak Farm Montessori preschool.
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