Maidford Montessori 
Confidentiality, Complaints
and Clients Access 
To develop a good knowledge and understanding of each child it is necessary for us to ask parents for a wide variety of information about each child and their family. This information may be of a sensitive nature and we would like to ensure all parents that any information given to the Maidford Montessori will be treated as confidential. 

Information shared within a training session/staff meeting is confidential to the group and not to be discussed outside of that session. 

We will inform parents/guardians if we need to record confidential information beyond the general personal information we keep, (See Our Record Keeping Procedures) to other agencies. 

Complaints Procedure 

Parent’s staff and visitor’s who are concerned about incidents or conversations that have occurred within the setting are requested to discuss them only with Julie Marriott who will take action further. 
Our ‘Parents as partners’ policy generally keeps channels of communication open and addresses issues as they arise. Should this fail, we request that you contact Fiona Godfrey either in writing or in person. A meeting can then be arranged where the matter can be discussed privately and resolved without delay. In the unlikely event that this does not resolve the issue, or if the parent wishes to take the complaint further, Ofsted can be contacted directly by the parent.
Maidford Montessori will keep a written record of all concerns and complaints from parents and keep a written record of the outcome. 

Maidford Montessori will investigate any written complaints relating to the requirements and notify the complainant of the outcome of the investigation within 28 days of having received a complaint, in writing. These complaints are available for Ofsted to read on request. 

Clients Access to records Procedures 

Parents/Guardian’s have complete access to their child’s documentation and Portfolio’s at any time, these remain in our setting. All work by their child in drawers may be taken home. 
Parents may request to have access to confidential records held on their child and family.

· A request must be made by a parent/guardian in writing to Julie Marriott.

· Julie Marriott will inform Fiona Godfrey who will send a written acknowledgement.

· We will try to provide access to their files within fourteen days or a written explanation will be provided and access provided soon after. 

· The file will be prepared for viewing by Fiona Godfrey and Julie Marriott. 

· All third parties, outside agencies, family members included within the file, will be written to, stating a request for the file has been made and copies of letters sent will be kept with the parents/guardians original letter of request.

· When consent or refusal to disclose the information has been returned they will be attached to the parents/guardians original letter of request. 

· Refusal of disclosure is normal for some agencies and our advice to the parents/guardians, is to contact the third party directly. 

· A complete photocopy of all the letters and the file will be taken. 

· Fiona Godfrey and Julie Marriott will remove any documentation which did not receive consent in writing to disclose information. This will be done with a thick black marker. This will be called the clean copy. 
· The ‘clean copy’ is photocopied for the parents/guardians who are invited to discuss the contents. The file will not be given over as it needs to be explained. 

· Legal advice may be sought before sharing a file. 

Contact 
Ofsted Helpline: 0845 6014772
Date Adopted 09/04/2010 Julie Marriott
Date Reviewed by Julie Marriott
Reviewed Date: 08/07/2011
