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Confidentiality Policy
The following good practice measures have to be adhered to in order to meet Kiwi’s welfare requirements that are essential to protect the children and Kiwi’s staff.   

At Kiwi’s staff understand that all information about children and their families is confidential and should never be discussed outside of the pre-school. The Pre-school manager ensures that all staff members are aware of the need to maintain privacy and confidentiality.

· Kiwi’s may, due to working with children, come into contact sometimes with    confidential information.
· Kiwi’s Management and childcare practitioners will respect this confidentiality in the following ways:
Parents will have ready access to the files of their child and their child only.

·       Kiwi’s childcare practitioners will not discuss individual children with anyone

but their parent / guardian or carer and other staff members when necessary.

· Any concerns about a child’s personal safety, and action taken will be kept in their file and shared with staff only as necessary.

· We will obtain signed permission forms from parents prior to obtaining photographic material of their child for use in their Learning Journeys, Photo Albums or art work.

· We will obtain signed permission forms from parents to obtain photographic material for use for educational and promotional purposes.
· At times it may be necessary for us to pass confidential information to outside agencies such as child welfare, this would be handled by Kiwi’s Management only with the welfare of the child as paramount.
· Kiwi’s team discuss children’s general progress and well being together in meetings, but more sensitive information is restricted to the Owner, the manager and the child’s key person, and is shared with other team members as an need to know basis.
· Records of progress across the Early Years Foundation Stage are usually passed on to other settings and schools when the child leaves Kiwi’s. If parents prefer this not to happen their wishes will be respected, but inline with our child protection policy.
· Parents and Carers have free access to all information kept on their child. 
(Except in exceptional cases where Data Protection Act 1998 stipulates it is against the best interests of the child to do so.) We also have regard for the Freedom of Information Act 2000.

· All staff and students using Kiwi’s for course work, work placement or observations, will be instructed of our confidentiality policy and will be expected to abide by it.

General Welfare Requirement:


Safeguarding and Promoting Children’s Welfare
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