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Confidentiality Policy

This policy outlines the agreed and expected principles for confidentiality throughout the nursery including all staff, students, volunteers and parents.
We work very closely with all families and hold important information about them which must be kept confidential. 

Procedure

Parents have ready access to all files and records we hold of their child, unless the management feel it could cause the child to be at risk of harm as a result. Parents are only allowed access to information about their own child, and none other. 

Issues regarding employment of staff, whether paid or unpaid, will remain confidential between the staff member and management. Staff must not discuss the individual children for any other purpose than safeguarding, curriculum planning with people other than the parents. 

Any concerns or evidence relating to a child’s personal safety is kept confidential and not shared within the group except the child’s key person if necessary to protect the child. Information given by the parents/carers will not be passed onto other adults without permission from management.   
Information about the daily running of the setting and private business matters must not be discussed outside of the work setting, or with another not employed by the business. Our job role holds private information about children and their families that must not be discussed with anyone outside of the staff on a needs basis. 

We do not tolerate gossip between adults nor accept confidentiality being broken. Disciplinary actions will be taken following any incidents of broken confidentiality. All staff and students must read and sign this policy as part of their job requirements in order to remain in employment/placement here at Neverland Childcare. 
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