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	Purpose:
	The purpose of this policy is to provide details as to how Wahroonga After School Care Centre Inc. will maintain and protect the privacy of all individuals.



Policy Statement:
The Centre will make every effort to protect the privacy and confidentiality of all individuals associated with the Centre by ensuring that all records and information about individual children, families, Educators, staff and management are kept in a safe and secure place and that this information is not divulged or communicated, directly or indirectly, to another person other than: 
· To the extent management deems necessary for the education and care of the child 
· To the extent necessary for medical treatment of the child 
· The family of the child to whom the information relates 
· The Regulatory Authority or an authorised officer as expressly authorised, permitted or required under the Education and Care Services National Law and Regulations 
· With the written consent of the person who provided the information. 

PROCEDURES:
Personal Information
The Centre will only collect personal information about individuals/families that is necessary for undertaking our work including but not limited to administration and child protection.  Information includes:
· Names of Parents / Guardians and Children’s.
· Contact details of parents / guardians both home and work contacts
· Emergency contacts
· Care and protection orders and/ or other relevant court orders for children in our care.
· Child health details including but not limited to immunization records, asthma records, allergies information and special requirements.  

In the case of child protection matters, information will be collected regarding the details of the incidents (please see information below).
The Centre will ensure that such information is not divulged or communicated (directly or indirectly) to another person other than the ways outlined as appropriate in the Education and Care Service National Regulations 201, 181, which says information can be communicated:
· To the extent necessary for the education, care or medical treatment of the child.
· To the parent of the child to whom the information relates (except for information in staff records)
· To the regulatory authority or an authorized officer
· As authorized, permitted or required to be given by or under any act or law
· With written consent of the person who provided the information.
No Educator may give information (written or verbal) on matters relating to children to anyone other than the parent / guardians when that information has been obtained in the course of employment at the Centre
The Centre will collect this personal information via yearly enrolment forms. Contact with the Centre is via emails or letters.
To ensure all personal information is accurate and current, we ask parents/guardians to assist by providing written details of any changes to personal information as they occur. All changes should be provided to the Centre in writing or by email.
· All information regarding the children and their families attending the Centre is to be used solely for the purposes of providing childcare and meeting the administration requirements of operating the Centre.
· All information regarding any child/family enrolled in the Centre will only be accessible to authorised persons.  The Approved Provider, Nominated Supervisor and Educational Leader will determine who is authorised to access records. 
Employees
Wahroonga After School Care Centre Inc will only collect personal information from current and future employees directly and from third parties who have agreed to provide those applicants with a professional or personal reference.   The information we collect includes:
· Name, address, contact details, 
· Health details, special requirements/considerations 
· Employment, academic history and Working with Children’s Check details 
· Names of referees and contact details
· On employment emergency contacts and payroll details will be collected. 
In keeping with the Early Childhood Australia (ECA) Code of Ethics (2008), the Education and Care Services National Regulations and the Privacy Legislation, every staff member, Educator, nominated supervisor and Committee of Management member are bound to respect the privacy rights of enrolled children and their families, Educators and staff and their families and any other persons associated with the Centre.
No member of staff or Educator may give information or evidence on matters relating to children and/or their families, either directly or indirectly, to anyone other than the responsible parent/guardian, unless prior written approval by the responsible parent/guardian is obtained. Exceptions may apply regarding information about children when subpoenaed to appear before a court of law. Notwithstanding these requirements, confidential information may be exchanged in the normal course of work with other staff members at the Centre and may be given to the nominated supervisor, when it is reasonably needed for the proper operation of the Centre and the wellbeing of children, families, Educators and staff.

(c)	Disclosure of Information

· Personal information regarding the children and their families is not to be discussed with anyone outside the Centre, except in circumstances outlined in Regulation 181 
· Under the Centre constitution a member may request to view your membership details 
· Families may seek access to the personal information collected about them and their child by contacting the Nominated Supervisor or Educational Leader at the Centre. Children may also seek access to personal information about themselves. However, access may be denied where access would impact on the privacy of others, where access may result in a breach of the Centre's duty of care to the child, or where the child has provided information in confidence.
· Lists of children's or family’s names, emails and phone numbers are deemed confidential and are not for public viewing and will not be issued to any other person or organisation without written consent.
· No personal information regarding a staff member is to be given to anyone without their written permission.
· In the case of child protection matters, information collected relating to the child’s safety, wellbeing and welfare, may be shared with other agencies to create a complete picture of the circumstances. Other agencies could include but are not limited to The Department of Community Services, the police and other child care centres that the family attends. When information is exchanged, written records of the exchange, including the circumstances in which the exchange takes place, will be kept at the Centre. For more information, please see our Child Protection Policy.
(d)	Personal Conversations

· Personal conversations with families about their children, or other matters that may impact on the child’s enrolment, for example, fees, will take place in an area that affords them privacy. 
· Personal conversations with Educators about matters relating to their performance will take place in an area that affords them privacy.
· It is appropriate to speak of children, families and other Educators in non-centre context.
· Educators will protect the privacy and confidentiality of all children, families and other Educators by not relating unnecessary personal information to anyone either within or outside the Service.

(e)	Maintenance and Storage of Information 
· The Approved Provider is responsible for maintaining all Centre records required under the Education and Care Services National Regulations (Regulations 168,177 and 183(2)) and other relevant legislation, and for ensuring that information is updated regularly. 
· The Centre takes all reasonable precautions to ensure personal information that is collected, used and disclosed is accurate, complete and up-to-date. 
· Individuals will be required to advise the Centre of any changes that may affect the initial information provided. 
· The Approved Provider will develop a practice in relation to the retention and disposal of records.
· In the event that approval of the Centre is transferred, the requirements of Regulation 184 will be followed. 
(f)     	Electronic security 
We have restricted access to electronic databases via the use of passwords and maintenance of firewalls. Our computers are scanned regularly for viruses and serviced regularly to ensure the information is secure. Data collected is stored in Australia only.
The internet is not a secure environment and although all care is taken, Wahroonga After School Care Centre cannot guarantee the security of information provided via electronic means.
We have an email list that is used to communicate with parents. These email addresses are provided and authorised at the time of enrolment and we will only use the information for the intended purposes including: 
· Invoicing;  
· Disbursement of current information relevant to the care of the child or family; 
· Information on events and changes at the Centre;
· Communication about Centre events, vacation care and enrolment.

(g)     Social Media
· Educators, Families and Children may not post anything related to the Centre on any form of social media as per the Social Media Policy.




CONSIDERATIONS:

	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r145-152
r168,
r174-177
r181
r183,

	4.2
5.1
7.3

	· My Time, Our Place.
· Work Health and Safety Act 2011 (NSW).
· Child Care Service Handbook (DEEWR).
· Child Care Benefit legislation.
· Enrolment Form.
· Personnel files.
· Centre Guidelines 
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