Conﬁclentialit\/ & Data Protection

Definition: ‘Confidential information is information of some sensitivity, which is not a|rea&\f lawrull\f in the Publ'\c domain or

rea&ﬂ\, avalable from another Publ'\c source, and which has been shared in a re\at'\onsh'\P where the person giving the

information understood it would not be shared with others. (Information Sharing: Practitioners Guide)

All Bright Eves staff can be s3id to have a ‘confidential relat]onsh‘np' with families. It is our ntention to respect the privacy

of children and their parents and carers, while ensuring that they access high quality early years care and education in our

setting. We aim to ensure that al parents and carers can share their information in the confidence that it wil onl\f be

used to enhance the welfare of their children. There are record keﬁping systems in Place that meet legal requirements; means

of storing and sharing that information take Place within the framework of the Data Protection Act 2018 and the Human

Rights Act.

Confdenﬁalit\f procedures

o We always check whether parents regard the information they share wiith us to be regarded as confidential or not.

®  Some parents sometimes share information about themselves with other parents as well as staff: the setting cannot
be held responsible if information is shared beyond those parents whom the person has confided in.

o Information shared between parents in a discussion or training group s usua”\f bound by 3 shared agreement that the
information is confidential to the group and not discussed outside of it.

e We inform parents when we need to record confidential information beyond the general personal information we Keep
(see our record Keeping Proceéures) - for example regarding any injuries or concerns and any records We are obliged to
Keep regarding action taken in respect of child protection and any contact and correspondence with external agencies
in relation to their child.

o Wekeep all records securel\{ in the ﬁhng cabinet in the office.

o With regards to all social networking sites, we advise all staff against sharing any information (including photographs)

about the children, setting, parents without permission.

Parents may request access to any confidential records held on their child and family by writing to the manager. This

request will be honoured within 1t days; howiever, it can be extended if management feel more time s needed to prepare the

flle for Viewing.

All third parties are written to, stating that a request for disclosure has been received and asking for their permission to

disclose to the person requesting it. Copies of these letters are retained on fle. The ‘third parties’ include all family

members who may be referred to in the records. This also includes workers from any other agency, including the Social Care

team. Management are to go through the file and remove any information which 3 third party has refused consent to

disclose. What remains is the information recorded by the setting, detalling the work initiated and followed by them in relation

to confidential matters. This is called the clean copy. The clean copy is Photocop'\ecl for the parents who are then invited

in to discuss the contents. The original flle should never be handed over.



Legal advice mMay be sought before sharing a £le, espec‘nall\f where the parent has Possible grounds for |it]93t’non against the
setting or another (third part\f) agency.

All the undertakings above are subject to the paramount commitment of the setting, which is to the safet\f and well-being
of the child.

Retention periods for records s.ﬂ
RiiDovce

Children's records | Retention period Status Authority
Chidean’s recotds - ndiuding }Aruwmbhpcnuddlnenlm Regquirement Statusory Framewodk for the Eary Yoars Foundation
regalers, Medication rmcond books | children have et e provision Smage (green logal force by Childcare Act 2006)
|
and accident record books ‘(eg undd after the next Ofsted
(4 %) 10 e chikd | inap )
|
| Ut the child reachs the age of | Recommendation Limstation Act 1980
;7|-umﬂh::h‘dmndu=me
{ age of 24 for child pros Nonmad brstution rules {which mean that an indvdua
“"_ cany cham for neghgontly caused personal injury up 103
years after, or deliboraiely causod personal mpury up %
0 years aflet the event) ane postponed until 4 chdd
feaches 18 years of age
Records of aty roportable death, | 3 years ifter the dute the record | Requiterment The Repotting of ingurses, Disesses and Dangorous
ngaty, dscase or dangetous bwnvrmr)r.- Occurrences Reguistons 1966 (RIDDOR) (an
occurtence amended)
|
Personnel records | Retention period Status Authority
Parsonnel Mes and trarseg | & years after vy A Chartensd Instouts of Personnet and Devdopment
reconds (inchudng dsapinary | consen
records and working hime reconds)
DBS check 6 months Recommendation DBS Code of Prachcn
The folk g basc 1nd ahould be d after
the certificatn s destroyed: the date of issue, the name
of the subject, e type of duclosure, the postion fo
which e desclonire wis requesied, the umgue
mlermnce number, and the details of the recrutment
docmion taken
Pay
Wage'salawy records (including Sycars Requirement Taxes Management Act 1670
fime, b and exp )
Stututory Matemity Pay (SMP) 3 years after the end of the tax Requirement The S y M. Pay (G i) Rey
tecords year o which they relate 1800
Statutory Sick Pay {SSP) tecords | 3 years after the end of tho tax | Reguirement The Statutory Sick Pay (Genoral) Regutatons 1962
year o whach they relate
Income tax and National Alleast 3 years affer the end of | Requinement The Income Tax {Employments) Regulasons 1963 (as
Imwrance retums/recaords the tax yrar to which they relase aenended)
R y details caloul: 6 years after b ends | Rec Chaneed Institule of Perscanel and Developnent
of pay redunds,
1o the Secratary of State



Heollth and safely

Stadf accrdent recocds (for 3 years after the date the record | Requirement Soau Securty (Clasms and Payments) Regulations
otgansations with 10 or more was made (there are separate 1979
employees) 1ules for the recording of
substances)
Records of any repoctable death, | 3 years after the date the recoed | Requiremnent The Repodting of Injunes, Dsseases and Dangetous
jury, disease or dangerous was made Occurrences Regulations 1965 (RIDDOR) (as
occutrence amended)
Accident/medical records as 40 years from the date of the Requirement The Control of Substances Hazatdous to Health
specified by the Contral of tast entry Regutatons 2002 (COSHH)
Substances Hazardous 1o Health
Regulations (COSHH)
Assessments under Headth and Permanently Recommendaton chn d of P and Dy P
Safety Regulabons and records of
consutatons with safety
P and
Financial records Retention period Status Authority
Accounting reconds 3 years from the end of the Requirement Companies Act 2000
tinancial year for prvate
comparnes, B yeans for publc
_____ = == -
0 yeaes for chatites Requinsment Chanties Act 2011
Administration records Retention period Status Authority
Employars’ latviity insurance For as long as possibie Recommendation Heulth and Safety Exocutive
records
Minutenminite books 10 yoars from the date of the Requiremont Companies Act 2000
meetng for companies
£ years from the date of the Requinsment The Chatitable Incorporated Orgahesations (General)
meeting for Chantable Regulations 2012
Incorporuted Organisabions
Permanentty Recommendation d of Py | and Develop
Useful publications
More b on of f records ts prowded in F Manog: (Rel: A119) Pre-school Lewmng Alkance, which can be
ordered from www pre-school org uk/shop
The Pre-achool Leatning Allance i the lacgest and noat rep: early years i n Engl An il chanty, the Al

represents e interesis of over 14,000 member setings who deiver care and leaming 10 over 800,000 tamibles every yea Wo offer infformaton and advice,
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