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Early Learning School

Personal Information and Confidentiality Policy

To be Read in conjunction with the Whole School Data Protection Policy





1. Introduction

Providers must ensure that all staff understand the need to keep information about the children in their care confidential (EYFS Statutory Requirements, 2014). This means that all staff must act in appropriate ways that ensure confidentiality. 
Confidential information and records about staff and children are held securely and only accessible and available to those who have a right or professional need to see them. The school is aware of its responsibilities under the Data Protection Act (DPA) 1998 and where relevant the Freedom of Information Act 2000. 3.70. The school ensures that all staff understand the need to protect the privacy of the children in their care as well the legal requirements that exist to ensure that information relating to the child is handled in a way that ensures confidentiality.
2. Aims and objectives
The aim of this policy is to ensure our intention to respect information about our children and their parents/carers is understood by all and that parents/carers can share information in the confidence that it will only be used to enhance the welfare of their children and will be kept within a system that meets all legal requirements.
We recognise the importance of maintaining up to date and accurate records, policies and procedures necessary to operate safely, efficiently and in accordance with the law.

The School is also aware of its obligations with regard to the storing and sharing of information under the Data Protection Act 1998, and is committed to complying with its regulations and guidance. The Manager and staff are aware of the implications of the Data Protection Act 1998 in so far as it affects their roles and responsibilities within the School.

The School is committed to a policy of openness with the parent /carers with regard to its policies and procedures.

3. Confidentiality policy
Personal information about children will be treated sensitively and in appropriately confidential ways. Parents/carers can be assured that information they do not want to be shared about their child or themselves will be treated confidentially by all staff.
All our staff are trained to respect confidentiality by adhering to our confidentiality procedures. This includes understanding that if parents/carers share confidential information with them it is to remain confidential. 
Where the information shared relates to the safety or safeguarding of a child this may need to be shared with the appropriate agencies. Staff must only discuss safeguarding concerns with the Designated Safeguarding Lead and the Deputy Head.
Where parents/carers share information with other parents/carers the setting cannot be held responsible if such information is shared further than originally intended.
As well as personal data other information may need to be recorded. This may include any injuries, concerns or changes in relation to the child/family, any discussions with parents, , records we are obliged to keep regarding child protection and any contact or correspondence with external agencies in relation to their child. 
All our confidential paper records are stored securely in a locked unit and any records stored electronically are password protected.
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4. Procedure for accessing records
Parents/carers may request access tool records, including  any confidential records held on their child in accordance with the Data Protection Act 1998. 
Any request to see a child’s personal file by parents/carers must be made in writing and addressed to the Headmistress.

5. Record Keeping
Ordinarily, information kept on a child will include:
· Birth name (along with any other name the child is known by)
· Date of Birth 
· Gender
· School attended 
· Ethnic background
· Religion
· Home address and telephone number(s)
· Parents or carers name.
· Name and address of every parent and/or carer who is known to the ELS (and information about any other person who has parental responsibility for the child)
· Which parent(s) and/or carer(s) the child normally lives with
· Parents or carer place of work and contact number(s)
· Any other emergency contact names and numbers.
· Family doctor’s name, address and telephone.
· Details of any special health issues (including a special educational needs or physical disability statement).
· Details of any special dietary requirements, allergies and food and drink preferences.
· Records of immunisations
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