[image: ]                 
Privacy Policy

Purpose:
 The purpose of this operational policy is to ensure Leap Ahead Early Childhood Centre is clear about its privacy responsibilities under the Privacy Act 2020. All staff at Leap Ahead ensure that the handling of all personal information and documentation is in accordance with the Privacy Act 2020.

Rationale:
The Privacy Act 2020 sets out protections for individuals’ right to privacy, including the privacy of children attending our centre, and their families.  As a licensed early childhood education centre receiving government subsidies, we are, however, required to collect some information in order to operate our service and meet government requirements for our sector.  Children, their families and staff are entitled to know what information is being collected and its purpose; and what information about them is being shared with and why.
Procedures:
Leap Ahead collects, stores, sights, and uses personal information in the following areas:
· Family enrolments
· Employment agreements
· Ministry of education requirements
· Canterbury district health board records
· Police vetting forms, and identification for this purpose.
· Safety risk assessment checks

Leap Ahead will only collect personal information that we require directly from you on enrolment of your child/ren. We use it for the following purposes:

· To contact you regarding your child/ren while he/she is at the centre.
· To contact you in case of emergency
· To assist Canterbury district health board officials for updating your child/ren records – such as Hearing technicians, B4 School checks and dental nurse.
· To assist with transitioning to school with the local primary schools.
· To complete compulsory information for the Ministry of Education
· To apply for Funding from the Ministry of Education
· Social media/website permission forms are signed on enrolment.
· Medication and sunscreen that comes into the centre, the category 3 section of the medication register will be sign on enrolment also.
· Excursions forms for impromptu outings are signed on enrolment and also a separate form will be signed on the day or a phone call will be made.
· Planned excursions are signed separately for that excursion.

Note: Identity verification documents that have been sighted for the purpose of a child’s enrolment will be noted as sighted. Copies of children’s identification documents will NOT be retained. Copies received by the centre will be securely destroyed.  




Leap ahead is dedicated to keeping personal information safe and secure:
· Ensuring all records are kept protected in a locked cabinet.
· All Leap Ahead’s computers and systems are password protected.
· All employees under Leap Ahead’s contracts are bound to a confidentiality agreement.

Relationships and communication with whanau and families

· Staff must maintain strict confidentiality and must not share any personal or sensitive information about children, their families, or other staff members with anyone outside the authorized management team at leap ahead. This includes ensuring that no information is disclosed to other families under any circumstances. ( as per your individual contract).

Record Keeping for an employee.
Employees are required to provide identification, qualifications, and other documentation as part of the safety checking requirements, in accordance with the Children’s Act 2014. 
Employers should only ask for the information they need to determine an applicant’s suitability for the job. Part of the employment process is to check an applicant’s identity. A passport, driver’s licence or birth certificate is one way to verify that a person is who they say they are.
As part of the application process, the employer should let the applicant know (as required by information privacy principle 3):
•	Why the employer is asking for particular information and what they will use it for.
•	Who will see the information.
•	Whether it is compulsory or optional to provide the information, and any consequences of not providing the information.
•	That the applicant may access information about themselves and ask for it to be corrected it if it is wrong.

Records for each aspect of the safety check and risk assessment, along with the subsequent decision are placed in the employee’s secure file, within the police vetting folder  and will be retained for seven years from this date. Any amendments arising out of three-yearly period checks will be added and retained in the personnel file. 
Records of private information will be kept in accordance with Privacy Act 2020 requirements:

Centres engaging relievers via reliever agencies must undertake identity verification against photo identification documents (e.g. driver’s licence) by sighting identity documents and have a record for doing so.

Leap ahead Early Child Centre has appointed a Privacy officer. Our Privacy officer is Emma Harmer email: office@leapahead.co.nz contact phone number 021 183 1098. The responsibilities of the Privacy officer are to:

· Encourage the centre to comply with the information privacy principles.
· Deal with requests for personal information
· Work with the Privacy Commissioner in relation to investigations
· Ensure that the centre complies with the Privacy Act
· Training others (optional)
· Monitoring compliance with policies and procedures.
· Dealing with complaints. 

Reference: Education (Early Childhood Services) Regulations 2008. Regulation 47: Criteria HS 28 and GMA1-4 GMA 7A - 10, 11 and 12. National Education Priorities (NELPS) Objective 1- Priority 2 and Objective 2 -Priority 3. New Zealand Privacy Act 2020 Children’s Act 2014
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