[image: TOG stacked logo 2019 (1)] 






Confidentiality Policy

Aim:
To ensure that all families and adults involved with, or employed by Taunton Opportunity Group, feel secure in knowing that all information and issues concerning them are treated entirely confidentially.

Promotion of Confidentiality:

a) Children and Families:

· TOG is registered under the ICO (see General Data Protection Regulation, privacy notice) and adheres to its principles.
· Files containing children’s medical details and reports from Professionals are kept in a locked filing cabinet in the office and or a secure, password protected laptop.
· Parents/Carers may have full access to the developmental files and records of their own children.
· Parents may look at their child’s personal files. TOG must give due regard to the General Data Protection Regulation and its duty of protection of third parties when sharing records with parents/other professionals.
· Staff need to ensure that records belonging to other children are not accessible when sharing written records, incident or accident reports etc with a parent.
· Parents/carers are asked to give their consent allowing TOG staff to discuss their children with other relevant professionals via TOG’s admission form.
· Parents who stay within the playrooms with their children will be made aware staff cannot answer questions about other children.
· All records are either deleted from the computer or paper copies shredded in accordance with EYFS retention of records.

Staff and Volunteers:
· Staff, Volunteers and Students will be made aware of the policy during their induction to the Group and must not discuss children outside of TOG environment unless with relevant Professionals and with parental permission.
· Staff, Volunteers and Students will be made aware of the importance of not discussing individual children with other parents.

· Staff ensure that parents/carers wishing to discuss sensitive issues are offered a quiet room for the discussion so that privacy can be maintained.
· A copy of this policy is included in the Student Information Pack.
· All staff and volunteers must be aware of confidentiality issues regarding social network sites on the internet and must not discuss any TOG activities, children or staff on these sites.

· Only TOG staff can access TOG computers for the children and photographs at any time.

b) Employment of Staff and Volunteers:

· All employed staff and those adults seeking employment with Taunton Opportunity Group may be assured that personal details will be treated in full confidence.
· All new employees and volunteers at TOG must undergo an enhanced disclosure procedure via the Disclosure and Barring Service formerly known as the Criminal Records Bureau (CRB).
· Staff and volunteers should be aware that certain statistics such as training qualifications, hours worked etc are sometimes shared with Ofsted and the local authority. They can be assured that no personal details are passed on without their consent.

Safeguarding Children Procedures:

· As the safety of individual children is paramount, there may be some occasions where a referral to Children’s Social Care or the Police is made without either a parent’s knowledge or consent – if it was felt that by not doing so would place the child in significant risk of harm.
· In these situations staff would follow the procedures outlined in TOG’s Safeguarding Policy and an incident report would be kept explaining why the referral was made without the Parents/Carers consent or knowledge.
· Reports and information concerning children on the list of Children requiring Child Protection or Child in Need Plans will only be shared with the other staff and Professionals on a “need to know” basis.
· A person making an allegation against a Staff member or other adult working within TOG can be assured that their confidentiality will be maintained.


Monitoring:

· The Opportunity Group Manager/Deputy has responsibility to ensure that all staff and volunteers receive a copy of this policy and adhere to it. It will form part of an induction programme for new staff and volunteers.
· The Opportunity Group Manager/Deputy has responsibility for ensuring that a copy of this policy is included in the Policy folder in the office.
· The Student Coordinator will ensure that it is included in the initial information for all students.
· The Manager/Deputy will check that parents have signed the Consent part of the Admission form and pass this information on to the TOG Team.
· All Staff and Volunteers are required to sign that they agree with the statements set out in the Policy on an annual basis.

   This policy will be reviewed annually. 

   Date of this review: - August 2026

     Last Review: - September 2025
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