CONFIDENTIALITY POLICY
Policy Statement
We will take all necessary action to ensure information we hold on site about the children, their families and the staff working with them will be kept securely and confidentiality maintained in line with Data Protection requirements. The following procedures are in place to support this statement:

Procedures
· Confidential records will be stored in a locked cabinet and only accessible to authorised personnel.

· All staff, students and volunteers will be made aware that this information is confidential.

· Parents/carers will have access to any information pertaining to their child only.

· We will seek permission from the parent/carer before sharing this information with any third party. The exception to this is where any safeguarding issues could take priority over confidentiality.

· We will share any matters pertaining to a child’s personal safety with staff on a ‘need to know’ basis.

· We will ensure all staff, students and volunteers are aware of the importance of confidentiality, both inside and outside of the working environment and the possible consequence of any breach. We will make it clear that this could result in disciplinary action and, in serious cases, dismissal.

· We will ensure that the employment of staff and any confidential information relating to staff is only shared with appropriate personnel. Permission will be sought from the individual staff member before any such information is disclosed.

· All staff, students and volunteers will be made aware that no comment, detrimental or otherwise should be made about the nursery, the children and their families, colleagues or other third parties associated with All Kids in any given manner. This includes verbally, in writing, by text, email or any form of social media site. All concerned will be made of the possible consequence of this in that it may invoke disciplinary proceedings or even dismissal.
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