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Kids Club Cabin

Confidentiality and Information Keeping Policy

It is our intention at Kids Club Cabin to respect the privacy of children and their parents/carers, while ensuring that they can access high quality out of school care. We aim to ensure that all parents/carers can share information in the confidence that it will only be used respectfully and confidentially. 
We respect confidentiality in the following ways:
· The staff induction process includes an awareness of the importance of confidentiality and proper information keeping. This also relates to any students on placement at Kids Club.
· Personal information about children, families and staff is kept securely in the office. Records and daily registers are kept for at least seven years, after which time they are securely destroyed.
· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child’s needs.

· Any concerns/evidence relating to a child’s personal safety are kept in a secure, confidential file and are shared with as few people as possible on a ‘need-to-know’ basis.
· At registration time, parents/carers are asked about consent for staff to take photographs of their child. Parents/carers are clearly informed of how these photographs may be used.
· Parents/carers are allowed access to the files and records of their own children only.
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