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While staff are working at the Children’s Centre you will have access to both verbal and written information about children and families who attend the Centre
This may include:

· Names/addresses/telephone numbers

· Medical information

· Social Care reports

· Therapy reports

· Conversations with parents/carers

· Family information

Staff should not discuss any specific information about children or families outside of the Children’s Centre

Any information received should be shared with the child’s Key Worker and the management team and recorded appropriately.

Guidelines

· All information must be kept in the relevant child’s file in the filing cabinet in the office

· Any information shared by families needs t be recorded, shown to and signed by senior staff and shared with the Key Worker

· Parent/carers permission is needed before discussing information regarding children and their families with other professionals and agencies

· When discussing child protection issues these are covered by the Safeguarding Children Policy. Staff must ensure they are aware of the policy and procedures

· When discussing a child or family staff must ensure that the conversation happens in an appropriate place

Statement of intent:
It is our intention to respect the privacy of children and their parents and carers, while ensuring that they have access to high quality education and care.

AIMS:
We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children and family in the community.

METHODS:
To ensure that all those using and working in the centre do so with confidence.  We respect confidentiality in the following ways:
· Parents have ready access to the personal files and records of their own children but do not have access to confidential information about any other children and families.  

· Personal information or concerns/evidence relating to children, families and staff is kept securely in a lockable file whilst remaining as accessible as possible.
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