Confidentiality
We, at St Paul’s Out of School Club recognise that our work with children and families will sometimes bring us into contact with confidential information. Therefore, to ensure that all those using and working within the ‘Club’ umbrella can do so with confidence.

To achieve and maintain the highest level of confidentiality, the following will be observed at all times:

1. All confidential information will be kept within the paid staff team.


2. Staff are required to treat as confidential and therefore, not to be discussed with any person outside of the organisation, all matters relating to the scheme.  This includes information about users, staff, organisation, internal procedures and finance.

3. Any information regarding parents and children who use the scheme must be treated as confidential. Care must be taken to ensure that no information regarding an individual's personal circumstances or financial status is relayed to other persons: this includes other parents who may use the scheme.

4. If staff become aware of any circumstances which require a breach of confidentiality, such as suspected child abuse, then advice must immediately be sought from the club manager or a trustee.

5. Any breaches of this policy, be it advertent or not, must be made clear to a member of  the committee, so that any action required may be taken. Staff should be alert to the possibility that such ‘inadvertent’ breaches of confidentiality can occur in meeting, seminars and workshops with outside organisations.

6. Each employee has a duty, both during employment and affiliation with the scheme and after employment has ended, not to reveal any confidential information unless required to do so by a Court of Law.

7. Any issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions.

8. Registered Parents/carers will have access to records of their own children only.

9. Under any circumstances, information given by parents/carers to any member of staff will not be passed on to other persons.

10. Publicity information is not treated as confidential.

11. Anybody visiting or observing the scheme will be advised of our policy and required to respect it.

