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Confidentiality policy

Pepperpot is committed to the safety and wellbeing of the children in its care. We are aware that our work with children and their families sometimes bring us into contact with confidential information. 

Aims

We aim to create a secure and safe environment for the transfer of information between staff, children and families. We aim to keep all information deemed as confidential as such, as much as we are able.

Method

In order to achieve these aims, we operate the following procedure:

· Parents will have ready access to the files and records of their own children but will not have access to information about any other child.

· Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with people other than the parents/carers of that child.

· Information given by parents/carers to Pepperpot’s leader will not be passed on to other adults without permission.

· Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions.

· Any anxieties/evidence relating to a child’s personal safety will be kept in a confidential file and will not be shared within the group except with Pepperpot’s leader and the chair.

· Students on Pre-school Learning Alliance or other recognised courses observing at Pepperpot will be advised of our confidentiality policy and required to respect it.

· A red post box is available on the table by the main entrance for fee cheques and also for comments or concerns where a parent feels that they cannot approach a member of staff directly.

· Parental permission will be sought before any photos are taken. Permission is normally given in the registration form.

Policy adopted by the Pepperpot Bathford Pre-school Management Committee.

Signed ………………………………………………………………………………………………

Chair of Pepperpot Bathford Pre-school Management Committee

Signed ………………………………………………………………………………………………

Pre-school Leader, Pepperpot Bathford Pre-school 

Date…………………………………………………………………………
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