Safeguarding and Welfare Requirement: Information and Records

Providers must make an assessment of children’s development at age 2 years old.  Providers should make formative assessments throughout a child’s time at Pre-school.  Staff are not always able to complete all work necessary in Pre-school working hours, and may need the quiet and space at home to concentrate paperwork.  All documents remain confidential to people who do not work at the Pre-school at all times. 
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Working on Tapestry on line learning journey and completing paperwork at home.
Policy statement
It is necessary that on occasions staff take work home.  On these occasions staff must make sure that information remains private and confidential to people who are outside the Pre-school.  
Procedures

· All staff must have a DBS,

· All staff must declare if anyone who lives at home is not barred from being with or working with children. 

· All staff will have basic Safeguarding training at their induction and attend Safeguarding training within 3 months of their starting date.


Staff may take home:

· key person files 

· referrals for outside agencies 

· Tapestry on-line learning journeys which are password protected on tablets, 

· Individual education plans 

When staff take paperwork home:

· Staff must keep all paperwork in the staff’s members work bag when at home.

· No other person must have accesses to the paperwork.

Staff may take home the tablets or lap top in order to complete work at home.
When staff take tablets or laptops home:

· All tablets and laptops MUST be password protected.

· No passwords should be saved on the tablet or laptop.

· Staff should keep the tablet or laptop in a safe and secure place within their home.

· No other person must have access to the laptop or tablet. 

· Laptops and tablets MUST not be used for anything other than work related activity.  

· No photographs which are on Tapestry online learning journey will enter the public domain, without specific permission from parents. 

· This policy is sent home to all parents who attend Merton Pre-school.  

· All parents are asked to sign a form to say they agree with work being taken home.
· All staff are asked to sign this policy to state that they agree and adhere to this policy. 
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