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Flowerbank Early Childhood Centre
CONFIDENTIALITY POLICY

Rationale
The safety and wellbeing of the children and families is of paramount importance as is the respect for the privacy of those involved with the Centre.

Aim 
To protect children and their families as well as staff members, ensuring that everyone is clear about issues of confidentiality.

Objectives
· We will respect the confidentiality of anything parents may wish to tell us, unless a child’s safety is deemed to be at risk.
· Staff and students have a duty to maintain the confidentiality of children and their families as well as one another.
· Parents are asked to respect the confidentiality of other children and parents who use the Centre.

Implementation 
· If parents/carers ask to speak to you, please ensure that this is not in the playroom where others may hear the conversation.
· At enrolment inform parents/carers of the records kept on their child.
· Parents/carers have access only to their child’s records.
· Children’s personal records are stored securely in a locked cabinet.
· Children’s personal details cannot be passed to another person without the parent/carers prior knowledge. Parent’s permission may not be sought if there are concerns about the care and welfare of their child.
· Staff should not discuss children other than for curriculum development, nursery management or proportionate sharing of relevant information. 
· Individual records are kept for each staff member in confidential personnel files.
· Staff have access to their own personal records.
· Students will be advised off the confidentiality policy during their initial induction process.


· Staff breeching confidentiality will be subject to East Ayrshire’s Disciplinary Policy and Procedures. 

· Students breeching confidentiality will be subject to their Training Centre’s policies and procedures.

[bookmark: _GoBack]This implementation process does not interfere with the rights to register a complaint or follow whistle blowing procedures.
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