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                             Golden Grove Day Care

  Privacy, Confidentiality and Data Protection Policy & Procedure 

Golden Grove Day Care are aware of, recording, keeping sensitive and confidential information. This policy applies to all staff, volunteers, students and visitors within the setting. It is the policy of Golden Grove Day Care to ensure that all who use and work in the provision can do so with confidence. This Policy is underpinned by the Childmind and Day Care (Wales) Regulations, the Nation Minimum standards for Regulated ChildCare and the General Data Protection Regulation (GDPR) 2018.  
We respect the need for confidentiality by: 
· Designating Sally Brown/ Sam Regan (Day Care Managers) & the Responsible  Individual as the lead personnel for information and communication sharing. 

· Ensuring that parents have access to any files and records about their own children but do not have access to information about any other children.

· Arranging to share information with parents who request it, in private. 

· Ensuring staff complete the online Data Protection training available on POD, staff are required to update this training annually. 

· Ensuring that issues to do with the employment of staff, volunteers and students, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.

· Enabling staff, volunteers and students to have access to their own files and records, but not to information about any other member of staff, volunteer or student. 

· Ensuring that staff, volunteers and students do not discuss concerns about individual staff members with anyone other than their delegated manager.

· Ensuring that staff, volunteers and students sign that they have read, accepted and implemented this privacy and confidentiality policy at their induction.

· Ensuring that no child or member of staff from within Golden Grove Day Care is spoken about on Facebook, any other form of Social Media or Internet chat sites. 

· Keeping all documents/forms and electronic data containing personal information securely in line with the Data Protection Act 1998; this also applies to transporting personal information from place to place. All information is kept in a locked cupboard within the main office at Golden Grove Day Care. For example, medication forms are kept for a minimum of 3 years before secure disposal, while safeguarding and incident records are kept for longer, until the child reaches the age of 25 years old. 

· Registering with the Information Commissioner’s Office regarding the information held on children in our care on any electronic device including computer, mobile phone, USB flash drive/memory stick, digital camera, memory card.
      The use of personal mobile phones and other electronic devices is covered in the Use of Electronic Equipment, Media and Publicity Policy, which staff, students and volunteers must follow at all times.  

· Ensuring that confidential information is shared with other agencies only by the Golden Grove Day Care’s delegated person who has the authority to do so. In these circumstances, the parents’ consent is obtained except in cases where this may place a child at risk.

· Making available personal data to CIW as required by day care regulations.

· Keeping records of concerns/information relating to children’s safeguarding confidential and in line with Golden Grove Day Care’s Safeguarding policy and the Wales Safeguarding Procedures. Safeguarding documents are kept in line with the retention guidance, until the child reaches 25 years of age.

· Taking seriously any breach of confidentiality at Golden Grove Day Care. This is considered as gross misconduct that can lead to disciplinary action and dismissal. 

· Following statutory regulations regarding the period of storing information (for example: Insurance company, CIW, etc.). Please see the record keeping and retention periods guide for retention of specific documents. 

· Ensuring development records and information stored both electronically and in paper form are forwarded to the next setting; this will be completed during a Transition meeting held with the Day Care Managers and the Nursery Teacher once a term. Parental consent will be obtained for the documentation and information before being shared. 

· All photos (both electronic and in displays) are deleted within one year of the child leaving Golden Grove Day Care.  

· Disposing of any information responsibly, by shredding or arranging for collection of Personal Information.

· Ensuring any computer or electronic device holding personal data is wiped before it is passed onto a third party.

· Ensuring that any computer or electronic device that has shared use has a system of password protection for any stored personal information.

· Obtaining parents’ consents before using cameras or video recording equipment with their children. 

Golden Grove Day Care Managers have a professional responsibility to share relevant information about the welfare and safety of children in their care with the Responsible individual. This will be shared with agencies by only the Manager’s, Responsible Individual (or in their absence the Room Deputy’s). In these circumstances, the parents will be informed (expect in cases where this could put the child in danger or at risk of harm). All safeguarding records will be kept on file, this will include any logged concerns or information relating to children’s safeguarding. Records will be kept in a locked filing cupboard, stored and processed in line with our Safeguarding Policy and the Wales Safeguarding Procedures. 





All staff, volunteers & students will need to sign this policy to say they have read, accepted and will implement this Policy.
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