Mulwala Preschool 
                                          (Riverina Murray Preschool Alliance member)
SECTION:		2 – Children’s Health and Safety							
POLICY NO:		2.9.3
POLICY:		Confidentiality				
REVIEW DATE:	8/8/24				


Introduction
It is an important requirement of the Education and Care Services  National Regulations 2023, that the approved provider ensures the confidentiality of any personal or health related information of staff, children, families, students or volunteers and ensure that information is kept according to the National Privacy Principles (See Section 7, Policy 7.4.3 Privacy Policy) and is not divulged or communicated, directly or indirectly, to another person other than-
(a) to the extent necessary for the education and care or medical treatment of the child to whom the information relates; or
(b) a parent of the child to whom the information relates, except in the case of information kept in a staff record; or
(c) the Regulatory Authority or an authorised officer; or(d) if expressly authorised, permitted or required to be given by or under any Act or law; or
(e) with the written consent of the person who provided the information.

Goals – What are we going to do?
Maintaining the confidentiality and currency of information provided by families, educators,
and staff members or other stakeholders is an indicator of the level of professionalism that exists within the service and builds families’ confidence in the service’s records management practices (Guide to the National Quality Standard, pg. 187) (See Section 7, Policy 7.4.0 Record Keeping & 7.4.1 Collection & Storage of Documents).  The centre will maintain the security and confidentiality of personal or health related information relating to staff, families, children, volunteers or students visiting the centre. The guiding principles of equity, inclusion and diversity are considered, valuing Aboriginal and Torres Strait Islander cultures, and the role of parents and families are respected and supported.  The rights of the child are paramount.

National Quality Framework, Quality Area 7: Governance and Leadership
National Quality Standard, 7.1 Governance – Governance supports the operation of a quality service
· 7.1.2 Management systems – Systems are in place to manage risk and enable the effective management and operation of a quality service.
· 7.1.3 Roles and responsibilities – Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service.
Strategies ‐ How will it be done?
To maintain security and confidentiality of personal and health-related information, 
The Approved Provider will:
· Be aware of the nominated supervisor and staff's obligations under the Regulations in relation to confidentiality of personal and health information of staff and their families, children in care and their families, students, volunteers and contractors of the service.
· Ensure all Staff sign a Staff Confidentiality Statement (see Section 4, Appendix 6)
· Keep the following information in a safe and secure place to maintain confidentiality:
· personal information, date of birth, address, phone number, work address and phone number, any other personal identifying information,
· health, medical or dental information,
· social services, legal, financial, child protection information.
· Ensure information that is kept in a record as required by the National Regulations must not be communicated (either directly or indirectly) with anyone other than:
· educators who require the information for the education and care of the child
· medical personnel who require the information for medical treatment of the child
· the parent of the child that the record relates to (except for a staff record), or
· Regulatory Authority or an authorised officer.
Information may also be communicated if authorised or required under any Act or Law, or if the person who provided the information gives written permission. For example, a parent may give written permission for the service to share information about their child with a support agency such as Inclusion Support.
· Be diligent and maintain confidentiality when using records or discussing matters with other centre staff, families, or any other persons.
· Limit the amount and nature of information being kept to what is required for the centre.
· Inform families about the type of information being kept, the purpose of the information, the provisions in place for maintaining confidentiality and security, and what circumstances require information to be disclosed, e.g. a medical emergency or reporting child abuse. (See Section 7, Policy 7.4.3 Privacy Policy)
· Keep information in a safe and secure place to prevent accidental or purposeful access by persons not involved in centre activities or in the administration of the centre.
· Ensure written or illustrative information, and computer discs are kept in a secure cabinet, which should be labelled as containing confidential material.
· Ensure computer records contain a password or other mechanisms to prevent unauthorised access.
· Amend incorrect or misleading information, and update records as required, e.g. immunisation or health records.
· Keep records in accordance to legislative requirements as listed in Section 7, Policy 7.4.0 Record Keeping 
· Encourage people to raise and respond to concerns about the nature of any information kept or any breach of confidentiality (See Section 6, Policy 6.1.0 Centre feedback & Communication).
· If displaying information on a board to highlight for staff names of children with medical or other special needs, do so in accordance with privacy guidelines, such as displaying in an area accessible to staff and not accessible to visitors or other families. Explain to families the need to do so for purpose of safety of the child and obtain parental consent.
· Ensure processes are in place for reviewing and updating records and information on a regular basis
Statutory Legislation & Considerations 
· National Quality Standard for Early Childhood Education and Care and School Age Care, Council of Australian Governments February 2020
· Education and Care Services National  Regulations 2023, 177-184
· Privacy and Personal Information Protection Act 1998

Sources
· Community Early Learning Australia 
· Department of Education NSW ‐ Home (nsw.gov.au)
· Department of the Officer of the Australian Information Commissioner ‐ www.privacy.gov.au
· Australian Privacy Principles http://www.oaic.gov.au/privacy/applying-privacy-law/app-guidelines
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