Confidentiality and Client access to Records
Policy statement
In our setting, staff and managers can be said to have a ‘confidential relationship’ with families. It is our
intention to respect the privacy of children and their parents and carers. We aim to ensure that all
parents and carers can share their information in the confidence that it will only be used to enhance the
welfare of their children. We have record keeping systems in place that meet legal requirements.
Confidentiality procedures
Most things that happen between the family, the child and the setting are confidential to our setting. In
exceptional circumstances information is shared, for example with other professionals or possibly social
care or the police.
Information shared with other agencies is in line with our Information Sharing Policy.
• Our staff discuss children’s general progress and well-being together in meetings, but more sensitive
information is restricted to our manager and the child’s key person, and is shared with other staff on a
need to know basis.
• We do not discuss children with staff who are not involved in the child’s care, nor with other parents or
anyone else outside of the setting.
• Our discussions with other professionals take place within a professional framework and not on an
informal or ad-hoc basis.
• Where third parties share information about an individual we; our practitioners and managers check if
it is confidential, both in terms of the party sharing the information and of the person whom the
information concerns.
Client access to records procedures
Parents may request access to any confidential records we hold on their child and family following the
procedure below:
• Our manager meets with the parent to go through information stored, explaining the process as well as
what the content of the records about the child and the work that has been done. Only the person(s)
with parental responsibility can attend that meeting, or the parent’s legal representative or interpreter.
• The parent may take a copy of the prepared information away; but, to ensure it is properly explained to
and understood by the parent, we never hand it over without discussion.
• If a parent feels aggrieved about any entry in the information, or the resulting outcome, then we refer
the parent to our complaints procedure.
• The law requires that the information we hold must be accurate. If a parent says that the information
we hold is inaccurate, then the parent has a right to request for it to be changed. However, this only
pertains to factual inaccuracies. Where the disputed entry is a matter of opinion, professional
judgement, or represents a different view of the matter than that held by the parent, we retain the right
not to change that entry, but we can record the parent’s view of the matter. In most cases, we would
have given a parent the opportunity at the time to state their side of the matter, and it would have been
recorded there and then.

• If there are any controversial aspects of the content of a child’s information, we must seek legal advice.
This might be where there is a court case between parents, where social care or the police may be
considering legal action, or where a case has already completed and an appeal process is underway.

