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Information Governance Policy
Rationale
ARM Children’s Centre Group recognises that the accurate and up to date records, policies and procedures are essential to the safe and efficient management of the Centre. Therefore ARM Children’s Centre Group holds confidential information about its services users, staff, advisory board members and partner agencies. 
ARM Children’s Centre will follow data protection systems and procedures to ensure the safety and security of services users and staff details. 
Aims
· To lawfully collect data and information about service users to monitor the outcomes of the services delivered and the impacts it has on individuals and target groups.
· To ensure all personal information is stored safely and securely at all times.
· For all service users, staff and visitors to the centre to understand what personal information is collected, the reason for the collection of this information, how it is stored and for how long. 

· The Centre understands and will comply with The General Data Protection Regulations (GDPR) 2018. 
This policy does not cover the GDPR regulations in its entirety however it outlines the main provisions and the Centre’s commitment to adhere to GDPR regulations.
Supporting policies:

Information sharing

Confidentiality Policy


Social Media code of practice 


Electronic communications code of practice


Child Protection Policy

Implementation of the Policy
Responsibilities of ARM Children’s Centre Group staff:
· To fully read, understand and abide by the Centre’s Information Governance and supporting Policies and supporting policy guidance, which sets out the procedures to the collection, handling of, use and sharing of data held containing personal information about service users. 
· To read and understand the ARM ‘GDPR’ & LCC ‘Keep It Safe’ booklets.
· To access and complete up to date Information Governance training as required.
· To gain consent for collecting personal information from service users, this is done via; disclaimers on registration forms, attendance registers and confidentiality agreements when working with families on a 1-1 basis. Extra consent for photos/ images for use in Centre displays and publications should also be sought and renewed.
· Only collect information and data which is necessary for the operational needs of the Centre or is required by law.

· To operate a clear desk policy and ensure all confidential information records and data are stored in a locked safe storage.
· All confidential records that are no longer needed must be disposed of via a shredder.

Responsibilities of ARM Children’s Centre Group Service Manager:

· Make clear and specify the purposes for which the information and data collected is going to be used.

· Ensure that information and data is held for the length of time specified by legislation and dispose of it safely when no longer required.

· Informs people of their rights and how to exercise them which include; access to personal information, prevention of processing in certain instances, correction or deletion of information which is regarded as incorrect.
· Takes every possible action to store data and information securely in order to safeguard personal data and information held at the Centre.
· Ensures that personal information is not transferred to other organisations without suitable safeguards.

· The Centre Manager has responsibility for the ensuring that records held are accurate and up to date.

Data & Records to be collected & method of storage
· Personnel information of all staff, students and volunteers who work at the Centre including; name, address, telephone number email address, emergency contact details, application form, DBS checks and references. All will be stored in a locked filing cabinet at the Alwoodley site. 
· Attendance registers for all attendees at Children’s Centre groups, courses or other activities, which will require; names of parents / carers, children’s names & D.O.B, post codes and in some cases email addresses. Attendance information will be inputted on to the Children Centre Management System (CCMS) and the Children’s Centre engagement spread sheet both which are pass word protected. Paper records will be stored in locked cabinet at the Alwoodley site.
· Signing in and out sheets/books for visitors, partner agencies, staff students and volunteers, which require; names, agencies, reason for visit, car registrations and time of arrival and leaving. Books will be stored within each centre reception area. Records over the present plus 3 years will be destroyed.
· Details of all children and adults waiting for a place at the Children’s Centre activities and/or courses’. These will be stored electronically on secure P.C, server and drive.
· Names and email addresses of the Children’s Centre Advisory Board Members. Stored on secure P.C, server and drive.

· Photos and observations of children attending groups and activities planned and implemented by the Centre, including any off-site visits and special events. Stored in Children Centre office / displayed within Centre buildings. Prior parental consent will be gained for this.
· Records of accidents within the Centre and outside of the Centre, including first aid / advice given.
· Registration forms, the following data and information will be kept for each individual registered at the Centre.
1. Full Birth Name and Preferred Name
2. Date of birth
3. Name of parent or carer with legal responsibility
4. Address and telephone numbers
5. Email address

6. Gender
7. Childcare or School settings attended appropriate.

8. Ethnic origin
9. Religion
10. Languages spoken at home
11. Family doctor’s name, address and telephone number
12. Health visitor’s name, address and telephone number (if applicable).

13. Details of any special health issues (including a special educational needs or physical disability)
14. Dentist name and address

15. Other agencies involved with Family

16. Current childcare provider
· Records of work undertaken with individual families, each child within the family will have an electronic file created on the CPOMS system which will include: All registration information stated above, records of all contacts and work undertaken with the family and information shared and or reports from other agencies regarding the child/ family. 
· Individual development tracking (All About Me) for Children under 3 Years old of families who are having or have had 1-1 family support. This will included names, D.O.B, observation of children’s learning and a record of progress. Paper copies will be stored in locked cabinet at the Alwoodley site and uploaded to the CPOMS system. When the child turn 3yrs the paper copy will be handed to the parent /carer and with consent an overview given to the child’s childcare setting.
Any questions or concerns regarding this policy should be made to the Centre Manager Tel: 0113 2170134
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