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Confidentiality Policy 
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.

· Where safeguarding, legal obligations or court orders apply, information may be shared without consent in line with statutory guidance.

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.
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