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7 CONFIDENTIALITY POLICY

Policy Statement

This policy is in place to ensure we protect children, families, and staff and that everyone has a shared understanding about the issues of confidentiality.  It is also important that everyone knows the nursery’s procedures and routines regarding this. 

Aims 

To inform everyone who uses the setting on the procedures surrounding confidentiality. For those involved with the setting to have a clear understanding of how we use and store their information

During work hours staff will have access to information that is confidential.


This may include:

· Medical details.
· Child protection – where there is cause for concern, staff can pass on relevant information following the set procedures without parental knowledge. This is the only exception to the policy of open information to the parent.
· Chronologies where sensitive information is stored in the child’s Health and Wellbeing folder, which is kept in a locked cupboard in the relevant playroom.
· Record of Concern forms that they have written.
· Religion.
· Names of children and their families. 
· Information of staff grievances or disciplinary.
· Complaints / Investigations. 
· Contact Information.
· Child’s personal information records – shared with parents, staff and relevant professionals and schools at appropriate times.


It is essential that information be kept within these boundaries. It is therefore expected that staff (including students) –

· Complete and pass the GDPR Data Handling course on Aldo.
· Do not discuss children / parents / carers outside the nursery.
· Do not discuss other people’s children with any other parent / carer.
· Do not discuss children / parents / carers in nursery where they may be overheard.
· Do not discuss the other staff and their work colleges out with the nursery setting.
· Only discuss confidential information with outside agencies with permission of the Manager. Any information shared with an outside agency should be recorded in the child’s Health and Wellbeing folder.

Storage of Personal Information

Will only be accessed by staff who are bound by the confidentiality policy.

· Health and Wellbeing folders are stored in locked cupboards in the relevant playroom.
· Personal information and emergency contacts will be kept in the Health and Wellbeing folders.
· Medical information is kept in the Health and Wellbeing folders.
· No personal information will be kept in open access documents.
· All staff records are kept confidential. Staff may see their own records at any time.
· Disciplinary and grievance meetings will be held with only the Manager Ashleihg Christie, owner Tanya Tough and the staff member and a whiteness if they require one in a private space. 
· Parents / carers will be made aware that records are kept on their child and that information may be shared with staff where necessary. Parents / carers have access to their child’s records.


Training 

GDPR 2018 training on Aldo


Policy Review 

This policy will be reviewed regularly and in response to accident, incident or change in National or Local policy or guidance. 

Date of Issue: February 2023 

Date of Review: February 2024

 Policy Author: Ashleigh Christie – Manager
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