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Barley Lane Montessori Pre-School and After School Centre
Information and Records

At Barley Lane Montessori Pre-School and After School Centre, we maintain records of the day to day activities of the Centre. The Children’s daily routine and activities are carefully recorded and shared with the Parents/Carers at the end of the day. Where necessary we also have to share the information maintained with OfSTED, Social Services and the Police.  We have a two-way Communication book for each of the children (in the Pre-School) in which we inform Parents/Carers of anything we want them to know and in turn the Parents/Carers use this medium to inform us of anything they need for us to be aware of about their children. 

Proper record of the children’s developments at every stage is maintained at the Pre-School Centre for the entire period the child remains with us and for a measure of time after they have left us. Parents/Carers are encouraged (on parents/Carers days) to come along to view their child’s developmental records, make comments where applicable and ask the Key person for their children questions relating to their children. 

At registration we take (via the Registration Form), full details of the child to be in our care. We take their full names, date of birth, we take a copy of their long birth certificate, name and address of every parents/carers or any other person who has parental rights over the child, which parents/carer the child would normally live with and emergency contact details for parents/carers.  We also look into the child’s Red Book to check for immunisation records. All this information/records of our children are accessible to authorised personnel’s only. All information about the children and Staff are kept in locked cabinets in the Director/Manager’s office, being aware of our responsibilities under the Data Protection Act (DPA) 1998.

It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality care. We aim to ensure that all parents and carers can share their information in confidence that will only be used to enhance the welfare of their children.
The child’s records and birth details are obtained for carrying out checks in the best possible way.
Procedure:
To ensure that all those using – and working in the Centre can do so with confidence.  We respect confidentiality in the following ways.  

· Parents have ready access to the files and records of their own children but do not have access to information about any other child.

· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child’s needs.  Staff induction includes an awareness of the importance of confidentiality in the role of the key person.

· Any concerns/evidence relating to the child’s personal safety is kept in a secure confidential file and is shared with as few people as possible on a “need to know” basis.

· Personal information about children, families and staff is kept securely in a lockable file whilst remaining accessible as possible.

· Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.

All the undertakings above are subject to the paramount commitment of the Day Centre which is to the safety and well-being of the child.  Please also see our policy on child protection.
Information for Parents and/or Cares:
All Information about our Centre, the Information about how the EYFS is being delivered at our Centre, the ranges of types of activities, how the Centre supports children with disabilities, what we provide in form of food and drinks, details of all our Staff members are all contained in ALL OUR PUBLISHED POLICIES AN PROCEDURES.
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