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Parent Link- Confidentiality Policy


	Summary

Parent Link is a confidential service for parents and carers of children with additional needs. Parent Link is part of East Sussex County Council and therefore any information shared with Parent Link is in confidence and is therefore protected under Common Law and the Data Protection Act 1998*.

The role of Parent Link is to:

· ensure that parents of children with additional needs have impartial information, advice and support, so that they can make informed decisions about their child’s needs and provision.

· ensure that parents’ and carers’ views influence local policy and practice.
In order to reach ‘Best Practice’ according to National Parent Partnership Network/ Department of Education guidance, Parent Link must

· have a Confidentiality Policy 

· agree the policy with the Local Authority

· ensure the policy is rigorously upheld and understood

· ensure all staff explain the policy to parents on their first point of contact

*The Data Protection Act 1998 http://www.opsi.gov.uk/acts/acts1998/ukpga_19980029_en_1 The Act contains eight “Data Protection Principles”. These specify that personal data must be: 

1. Processed fairly and lawfully. 

2. Obtained for specified and lawful purposes. 

3. Adequate, relevant and not excessive. 

4. Accurate and up to date. 

5. Not kept any longer than necessary. 

6. Processed in accordance with the “data subject’s” (the individual’s) rights. 

7. Securely kept. 

8. Not transferred to any other country without adequate protection in situ. 


	Section 1- Sharing information

To provide a confidential service we will 
· inform parents of the confidential nature of our service and how we will keep confidential information about them and their child*
· take referrals from partners, only if the parent/ carer has given explicit permission. 
· not contact or respond to anyone about the child, parent or family, including others in East Sussex County Council, without permission from the parent/ carer.

*We will keep information about you and your child confidential and secure, in accordance with the Data Protection Act. We will not share information with anyone outside of Parent Link unless you want us to.

We would only share personal information without your consent in very exceptional circumstances, for example, if we felt a child was at risk of significant harm.

We will follow East Sussex County Council’s Confidentiality and Information Sharing guidelines, and the requirements of the Data Protection Act.
We will protect your information in transit. Eg password protected emails and secure post.  
We will only keep personal details with your permission and store it on a secure database in accordance with the Data Protection Act 1998*
We will not keep information about you and your child for longer than necessary. 

· Case files will be kept on the secure database record for 50 years from child’s date of birth. Any paper documents will kept securely in the Parent Link office until the case is closed, when they will scanned into database record.

· Parent Link volunteer records will be kept for 6 years from date of leaving

· Personal details of parents/ carers taking part in occasional or short term activities, such as consultations will  be kept for as long as they wish to remain involved.

You have the right to see any information held on you or your child. Please call Parent Link for information on how to make a Data Access Request.Or go to www.eastsussex.gov.uk and search ‘data protection’


	Section 2 – Ensuring the effectiveness of the policy

To ensure our confidentiality policy is effective we will:

· train Parent Link staff and volunteers in relation to the confidentiality policy.

· ensure that confidentiality is rigorously upheld, and understood by parents and partners


	Section 3 Reviewing the policy

The policy will be reviewed annually by the Steering Group.
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