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Confidentiality, recording and sharing information
Most things that happen between the family, the child and the setting are confidential to the setting. In certain circumstances information is shared, for example, a child protection concern will be shared with other professionals including social care or the police, and settings will give information to children’s social workers. Normally parents should give informed consent before information is shared, but in some instances, such as if this may place a child at risk, or a serious offence may have been committed, parental consent should not be sought before information is shared. Local Safeguarding Partners (LSP) procedures should be followed when making referrals, and advice sought if there is a lack of clarity about whether or not parental consent is needed before making a referral due to safeguarding concerns.
To ensure that all those using and working in the preschool can do so with confidence, we will respect confidentiality in the following ways.

Confidentiality Commitments
To always uphold confidentiality, we will:

· Ensure that parents/carers can access records relating to their own child only. Information about other children will never be shared.

· Require that staff do not discuss individual children or families with anyone other than the child’s own parents/carers, unless necessary and with prior consent.

· Keep information shared by parents/carers confidential, and only pass it on with their consent, unless a safeguarding concern overrides this.

· Ensure that personnel matters (e.g. staff performance, grievances) remain confidential to those directly involved.

· Store any safeguarding concerns or evidence in a secure, confidential file, accessible only to the child’s key person, the Manager, and the Designated Safeguarding Lead (DSL).

· Comply fully with the Data Protection Act 2018, General Data Protection Regulation (GDPR) 2018, and guidance from the Information Commissioner’s Office (ICO).

· Ensure that any confidential information seen or heard by staff remains within the preschool and is not shared externally.

· Require that children’s abilities, behaviours, or needs are only discussed with the child’s parents or involved professionals, with parental consent—unless safeguarding concerns apply.

Staff Expectations
· Confidentiality is a professional obligation. Staff who discuss a child or family outside the appropriate professional context may be suspended without pay and subject to disciplinary action, up to and including dismissal. This includes sharing information with ex-employees.
· Information may only be discussed as needed for:

· Curriculum planning

· Safeguarding

· Nursery management

· Any staff discussions about children must be conducted respectfully and in private.

Sharing Information in Exceptional Circumstances
· While we strive to maintain confidentiality, there may be legal or safeguarding reasons that require us to share information without consent.

· In such cases, information will be shared with relevant professionals on a strictly need-to-know basis and handled in a way that protects the welfare of the child and the integrity of all involved.

Parents and Confidentiality
· We kindly ask parents/carers not to discuss other children or families. Please consider how upsetting it would be to hear another parent talking about your child.

· While parents/carers may choose to share personal information with other parents or staff, the preschool cannot be held responsible if that information is shared beyond those individuals.

· If you are facing difficulties, the Preschool Manager/ Assistant Manager is available to offer confidential support and signpost to appropriate services.

Further guidance

Working Together to Safeguard Children (DfE 2023) 

Information Sharing: Advice for Practitioners Providing Safeguarding Services to Children, Young People, Parents and Carers (HMG 2024) 

What to do if you’re Worried a Child is Being Abused (HMG 2015) 

Mental Capacity Act 2005 Code of Practice (Office of the Public Guardian 2007)

Kea Preschool’s Privacy Notice

Kea Preschool Ltd, Kea, Truro, Cornwall. TR3 6AY
Introduction

We are committed to ensuring that any personal data we hold about you and your child is protected in accordance with data protection laws and is used in line with your expectations.
This privacy notice explains what personal data we collect, why we collect it, how we use it and how we protect it.
What personal data do we collect?

We collect personal data about you and your child to provide care and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify your eligibility for funded childcare as applicable.

Personal details that we collect about your child include:

· your child’s name, date of birth, address, health and medical needs, development needs, and any special educational needs.
Where applicable we will obtain child protection plans from social care and health care plans from health professionals.

We will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.

Personal details that we collect about you include:

· your name, home and work address, phone numbers, emergency contact details, and family details 

This information will be collected from you directly in the registration form.

If you apply for up to 30 hours funded childcare, we will also collect:

· your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We may also collect information regarding benefits and family credits that you are in receipt of.

Why we collect this information and the legal basis for handling your data

We use personal data about you and your child in order to provide childcare services and fulfil the contractual arrangement you have entered into. This includes using your data to:

· contact you in case of an emergency

· to support your child’s wellbeing and development

· to manage any special educational, health or medical needs of your child whilst at our setting

· to carry out regular assessment of your child’s progress and to identify any areas of concern

· to maintain contact with you about your child’s progress and respond to any questions you may have

· to process your claim for up to 30 hours funded childcare (only where applicable)

· to keep you updated with information about our service

With your consent, we will also record your child’s activities for their individual learning record. This may include photographs and videos. You will have the opportunity to withdraw your consent at any time, for images taken by confirming so in writing.

We have a legal obligation to process safeguarding related data about your child should we have concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school that your child will be attending (see Transfer of Records policy).

Who we share your data with

In order for us to deliver childcare services we will also share your data as required with the following categories of recipients:

· Ofsted – during an inspection or following a complaint about our service

· the Local Authority (where you claim up to 30 hours funded childcare as applicable)

· the government’s eligibility checker (as above)

· our insurance underwriter (if applicable)

· our setting software management provider (if applicable)

· the school that your child will be attending

We will also share your data if:

· We are legally required to do so, for example, by law, by a court or the Charity Commission;

· to enforce or apply the terms and conditions of your contract with us;

· to protect your child and other children; for example by sharing information with social care or the police;

· it is necessary to protect my rights, property or safety

· We transfer the management of the setting, in which case we may disclose your personal data to the new management so they may continue the service in the same way.

We will never share your data with any other organisation to use for their own purposes 

How do we protect your data?

We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by keeping all paper documentation on site in locked filing cabinets. Computers are password protected.
How long do we retain your data?

We generally retain your child’s personal data for up to 3 years after your child no longer uses our setting. The exception to this are for any children where there has been additional support (SEND), reportable injuries, dangerous occurrence or child protection / safeguarding, in which case records are kept until the child is 21, or 24 if SEND. Your child’s learning and development records are maintained by us, using Tapestry (online Learning Journal). These are available for you during the time your child is with us and are deleted once your child leaves. You will be sent a reminder to download their Learning Journal once they have left and you can request a paper copy of this be printed for a small fee (to cover cost of paper and ink). See Retention of Records procedure for further details.
Automated decision-making 

We do not make any decisions about your child based soley on automated decision-making. 

Your rights with respect to your data

You have the right to:

· request access, amend or correct your/your child’s personal data

· request that we delete or stop processing your/your child’s personal data, for example where the data is no longer necessary for the purposes of processing; and

· request that we transfer your, and your child’s personal data to another person

If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/
Changes to this notice

We keep this notice under regular review. You will be notified of any changes where appropriate.
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