Conﬁclentialit\/ & Data Protection

‘Confidential information is information of some sensitivity, which is not a\rea&\f lawruN\f in the Publ'\c domain or reacl'\l\f avalable from another
Pubhc source, and which has been shared in a rc\at'\onship where the person giving the information understood it would not be shared with
others. (Information Sharing: Practitioners' Guide)

All Bright Eyes staff can be said to have a confidential relationship” with families. 1t is our intention 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 will only be used to enhance the welfare of their children. There are
record keep‘mg systems n 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.

Conﬁdcntiaht\f procedures

e During meetings staff are to aways check whether parents regard the information they share with us to be regarded as confidential.

*  Some parents sometines share information about themselves with other parents as well as stafl; the setting cannot be held responsile
if information is shared beyond those parents whom the person has confided in.

e Information shared between parents n 3 discussion or training group s usually 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 procedures) - for example regarding any njuries or concerns and any records we are obliged to keep regarding action taken in
respect of child protection and any contact and cOrresponAcncc with external agencies in relation to their child.

o Wekeep all records securely in the ﬁhng cabinet in the office.

e 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 farily by writing to the manager. This request wil be honoured
within 1 Aa\fe-, however, it can be extended i management feel more time is needed to prepare the fle 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 file. The ‘third parties’ include all family members who may be referred to in the
records. This also includes workers from any other ageney, including the Social Care team. Management are to go through the fle and remove
any information which a third party has refused consent to disclose. What remains is the information recorded by the setting, detailing the
work initiated and followied by them in relation to confidential matters. This is called the ‘clean copy. The ‘clean copy is photocopied for the
parents who are then invited in to discuss the contents. The original fle should never be handed over.

Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the setting or another
(third P;\rt\f) agency.

All the undertakings above are subject to the paramount commitment of the setting, which is to the sa«fet\{ and well-being of the child.
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Retention periods for records
L)
Children's records Retention period Status Authority |
C s records - ding A able penod of time afler | Requifernent Statutory Fraenework for the Early Years Foundation
registers, medicabion record books | chikdren have lefl the provison Stage (grven legal force by Childcare Act 2006)
and accident record books (e g untl after the next Ofsted
p g 10 the
Unnitil the: chikd the age of L Act 1980
21 - or unéd the chidd reaches the
ige of 24 for child protect Normad mtation nes (which mean that an indivdunt
" can clam or negigently caused personal injury up 10 3
years after, or debberately caused personal igury up 1o |
6 years afler the event) are postponed until a chid
reaches 18 years of age
Records of any reportable death, | 3 years after the date the record | Requirement The Rep g of Injurses, D and Dang
ingury, disense of dangerous was made Occurrences Regulatons 1965 (RIDDOR) (as
occurtence amended)
Personnel records Retention period Status Authority |
Personnel fes and tramng 6 years after employ R G of P el and De:
records (inchuding daaplnary [
records and wotkng Bime records )
DBS check & months Recomnmendation DBS Code of Practce
The g basic i should be after
the certificate is destroyed: the date of issue; the name
of the subject, the type of disclosure; the poston for
which the dischsute was requested, the Lnque
reference number, and the details of the recrutment
decision taken
Pay
Wageisalaty records (including 6 years Reguirement Taxes Management Act 1970
X s op N
Statutory Maternaty Pay (SMP) 3 years after the end of the tax | Reguirement The Sta y A y Pay (G Regut:
records year 1o which they relate 1985
Statutory Sick Pay (SSP) records | 3 years after the end of the tax | Requirement The Statutory Sick Pay (General) Regulations 1982
year to whuch they refate
Incomne tax and Natonal Al least 3 years after the end of | Reguirement The Income Tax (Empioyments) Regulatons 1643 {as
Insurance retumsirecords the tax year to which they relate amended)
Redundancy detasls, caleul 6 years after employ! ends | R d Ch of P and D P
of refunds,

1o the Secretary of State




Health and safefy

Staff accident records (for 3 years after the date the record | Requirement Social Security (Clasms and Payments) Regulations
ofgandations with 10 af mone was made (there are separate 1879
employees) rules for the recording of
accidents invohving hazardous
subsiances)
Records of any reportable death, | 3 years after the date the record | Requirement The Reporting of Injunes, Deeases and Dangerous.
njury, disease or dangerous was made Occurrences Regulations 1955 (RIDDOR) (as
GCCumence amended)
Accidentimedical records as 40 years from the date of the Requirement The Control of Substances Hazardows to Health
specified by the Control of Lasi entry Regulations 2002 (COSHH)
Substances Hacardous to Health
Regulations (COSHH)
Assessmenis under Health and Pemmanently Recommendation Charlered Instibute of Personned and Development
Salety Regulabons and reconds ol
consultations with safcty
p and o
Financial records Retention period Status Authority
Accounting reconds 3 years Irom the end ol the Requirement Companies Act 2006
financial year for private
companies, § years for publc
hmited companses.
B years lor charitses. Requirement Chanties Act 2011
Administration records Retention period Status Authority
Employers' iabdity insurance For as long as possible Recommendation Health and Safety Executive
recornds
Minules/minute books 10 years from the date of the Requirement Companies Act 2006
meiting for Ccompanies
B years from the date of the Requirement The: Charitable Incorporated Organisations (General)
meeting for Chantable Regulations 2012
Incomparaed Organisabons
Permanenthy Recommendation Chartered of P and D
Useful publications
More r: on v of financial reconds s p in Financial Manag (Ref: A119) Pre-school Leaming Alkance, which can be

The Preschool Leaming Allance  the largesi and most epe
represents the mierests of over 14,000 member setlings who delver cane and leaming to over 800 000 {amilies every yeas. We ciffer informabion and advice,
produce speciakst publications, run acckaimed traimng and accreditation schemes and campaign to influence early years policy and practice
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