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BARCOMBE PLAYGROUP
Confidentiality

At Barcombe Playgroup staff understand that all information about children and their families is confidential and should never be discussed outside the setting.  The setting manager ensures that all staff members are aware of the need to maintain privacy and confidentiality.

All information kept on children will only be shared with the parents/carers, key worker and setting Manager.  Occasionally we may need to share records with other staff or outside agencies.  Parents/carers will always be consulted first about this.

Staff will not discuss any child with anyone other than parents/carers or senior staff at the setting.

All members of staff and students will have this policy explained to them and be expected to sign to say they agree to it. 

Records of progress across the Early Years Foundation Stage are usually passed on to schools when the child leaves our Nursery.  If parents prefer this not to happen then their wishes will be respected.

No information will be passed on to other agencies without permission from parents/carers.  Where there is an issue about child protection then the child’s welfare will be put first and the Safeguarding Children policy will be followed.
We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by:

Keeping all personal data in a locked filing cabinet or password protected computer. 

How long do we retain your data?

We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or until our next Ofsted inspection after your child leaves our setting. Medication records and accident records are kept for longer according to legal requirements. Your child’s learning and development records are maintained by us and handed to you when your child leaves.

In some instances (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements.
When a child moves on to school or another educational establishment and there are any safeguarding records, these will be passed on using a transfer receipt form which will be signed by Barcombe Playgroup and the receiving setting.   This receipt will be kept securely at Barcombe Playgroup and maybe used as evidence that we have passed records on should the need arise. 
Parents and Carers have free access to all information kept on their own 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 to the Freedom of Information Act 2000
