Northmead Before and After School Care Inc.

Policies and Procedures

A16 – Confidentiality
Policy statement

We believe that confidentiality is maintaining the privacy of all families, children and employees in regards to personal information, accidents and disciplinary action.

Northmead Before & After School Care Inc. is committed to protecting the Childs, parents and staff’s rights in relation to privacy and confidentiality. All centre practices will reflect a commitment to ensuring that all documentation is only available to authorised people to ensure confidentiality of all families and staff.
Considerations

Education and Care Services Regulation

Privacy Amendment Act 2000.
Procedure

All staff full time, part time, causal must be aware that all information regarding children at the centre is strictly confidential
Anything discussed at staff meetings or within the centre should not be discussed with anyone outside of the centre.
Staff should be aware that when discussing children this should be done privately and not in front of other parents, otherwise this is a breach of confidentiality as other parents may overhear.

All information collected about children and their families through enrolment forms will be used and kept confidential 
Enrolment forms will be used to: 
· To assess a child’s suitability to Northmead Before & After School Care Inc.
· Contact a family member in the case of emergency.

· Meet family and community reporting requirements.
· Assist staff provide a safe environment for children. (allergies ect)
All personal information for families and staff will be stored in locked filing cupboard or in the computer files. Only authorised persons are entitled to access these files.

All families have the right to access personal information regarding their child this excludes child protection reports .Requests should be made to the director or assistant director and information will be provided.
All concerns or problems regarding the child must be reported to the director who is then the one to approach the parents with the concern and reasons for approaching them with this situation.
Information about a child or family will not be shared with another agency or family without the written permission from child’s legal guardian. Concerns may be shared by the director/assistant director confidentially with child’s teacher/school principle or Department of Community Services depending on the severity of the situation/circumstances.
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