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Homerton Early Years Centre

 Confidentiality Procedure & Guidelines

Introduction

Staff at Homerton Early Years Centre have a duty of care and responsibility towards all members of our community.  We liaise and work with a range of outside agencies and only share information on a professional basis, the care and safety of the individual being the key issue.

This document is a statement of our aims and strategies for managing confidentiality at our Centre. It particularly links to our policies for Child Protection, Personal, Social and Emotional Development, Sex and Relationships Education, Data Protection, Whistle Blowing, Liaison with Other Agencies, Anti-Bullying, Anti-Racism and Parental Partnerships, and seeks to address and clarify our role concerning issues that may arise that are of a confidential nature. We recognise our responsibility to use, hold and safeguard information received in an appropriate manner. Please also refer to our Publication Scheme On Information Under The Freedom Of Information Act 2000 and all other guidance since updated UK GDPR in May 2018; for example Retention documents. The Fair Processing Notice given to parents/carers, our Code of Conduct, and our Staying Safe curriculum. 
Aims

At Homerton Early Years Centre we aim to: 

· Ensure that all members of our community are aware of our confidentiality policy and procedures.

· Give all staff involved clear, unambiguous guidance with regard to their legal and professional roles. 

· Ensure that confidentiality is a whole Centre issue and that ground rules set are for the protection of all.

· Ensure good practice which is understood by all members of our community and those who access our services.

· Foster an ethos of trust within the school.

· Provide consistent messages about the handling of information received about individual children. 
· Safeguard the emotional and physical welfare of children in our setting.

· Ensure children feel able to talk with trusted adults in the knowledge that they will be listened to.

· Ensure that, should a child protection issue arise, the correct procedures are followed.

Procedures for Liaison with Parents and Other Agencies

We are aware that the Centre is held in a position of trust by all stakeholders and take a professional approach in all matters of a confidential nature. In addition, we:

· Recognise that sharing information unnecessarily is an erosion of trust.

· Ensure that it is understood that staff cannot offer unconditional confidentiality and that in exceptional circumstances (fear of harm to child or adult) it will be broken.

· Ensure that parents have a right of access to any records we may hold on a child for whom they have parental responsibility. 

· Only share information about their own child with parents.  

· Make parents aware that information about their child will be shared with the receiving school when they move on.

· Do not pass on addresses and telephone numbers of families except in exceptional circumstances or to a receiving school in line with GDPR procedures.
· Make parents and children aware that we cannot guarantee total confidentiality, and that the centre has a duty to report child protection issues.

· Are always available to talk to both children and parents about issues that are causing concern. 

· Share with parents any child protection disclosure before going on to inform the correct authorities unless it is considered to be against the child’s best interests to do so.

Strategies for Managing Confidentiality

Information about individual children is private and is only shared with staff on a ‘need to know’ basis:

·  All personal information about children including social care records is regarded as confidential, and is held in a safe, secure place that cannot be accessed by individuals other than centre staff.

· Written information e.g. regarding individual speech therapy, medical conditions, Special Educational Needs, and social care are read/shared on a ‘need to know’ basis and then securely filed.

· Logs of administration of medication and/or First Aid are kept for individuals and only shared with parents/carers who bring/collect. 

· The Head Teacher is responsible for Child Protection and receives regular training and the other designated child protection staff assume this role in her absence.

· Child Protection procedures are communicated to, and understood by staff, and training for all staff is undertaken as specified by the CP Service – annually by the Head in September and every three years by the CP Service.
· We have clear procedures for the handling of child protection incidents and all staff have regular training on child protection issues.

· We have clear guidance for procedures if a member of staff is accused of inappropriate conduct.

· Staff are aware of the need to handle all issues in a sensitive manner.

· Information collected for one purpose is not used for another. 

· Even when sensitive information appears to be widely known it should not be assumed by those immediately involved that it is appropriate to discuss or share this information further.

· Health professionals have their own code of practice dealing with confidentiality.  Staff should be aware of children with medical needs and the class information sheet accessible to staff who need to know details, but not on general view to others.

· Photographs of children are not used without parent/carer permission especially in the press and on the Internet, and signed permission is sought before use. 
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