Confidentiality Policy

NEAT Fun Club aims to ensure that all information shared with parents/carers and other parties are handled sensitively at all times. We respect that we are in a position where information that is passed to us is done so in a confidential manner, however we will always ensure that the welfare of each child is paramount at all times.

We recognise that the sharing of information is at the heart of building open and trusting partnerships with parents/carers and other parties. We will ensure that the sharing of private and confidential information is only shared with appropriate people. Under no circumstances will any child’s records be available to view by anyone other than the management and key staff. 

·  Information relating to a child’s day to day needs will be shared with the whole staff team. This will include dietary, medical, allergies or religious/ cultural needs.
· Information passed on via the school message book, will be removed after it has been signed to say the information has been passed on, and put into the child’s individual records.
·  If a parent/carer wishes to pass on private/sensitive information this can be discussed privately. With adequate space and time provided to ensure that information is relayed and understood by all parties involved. This information may then be shared with others on a need to know basis. The welfare of the child will always remain paramount.
·  NEAT Fun Club has an obligation with regards to safeguarding ensuring that all children are at the forefront of all its policies and procedures. With this in mind, we may seek advice from third parties if we feel that the needs of the child require this. If we seek advice, we will do so confidentially until we have sought permission from the parent or if we feel the needs of the child takes precedence. (Please refer to the Safeguarding Policy for more details)
·  Information passed to parents of a sensitive nature will be done so in a private area.
·  Information relating to children will never be discussed with another parent. The confidentially of children will always be maintained in relation to any incident, for example an incident of fighting between children at the fun club. 
·  All files and records will be kept in a locked cabinet.
·  NEAT Fun Club will abide by all regulations set by date protection
·  All staff will have a clear understanding of the confidentiality policy and their role in maintaining it. This is part of their induction and any breach of confidentially will result in disciplinary action.
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