
 
 Confidentiality Policy 

Human Rights Act 1998 
Links to Legislation 

Data Protection Act 1998 
 

Safeguarding and Child Protection Policy 
Links to other policies 

 

Our nursery aims to ensure that parents/carers can share information in confidence for the purposes of 
enhancing their child’s welfare. This policy  meets the requirements of the

Aims 

  Human Rights Act  1998 with regard 
to protecting the individual's rights to a private and family life, home and correspondence, the Data Protection Act 
1998

 

 with regard to the information we gather from or about families how we gather it, store it and use it, and 
regard to the Common Law Duty of Confidentiality as we only share information with other professionals or 
agencies on a ‘need to know' basis, with consent from parents, or without their consent in specified 
circumstances to do with safeguarding children. 

• These include observations of children in the setting, work samples, and records of achievements. 
These files are stored in every classroom and can be accessed or contributed to by children, staff and 
parents/carers at any time. Parents have access to their own child’s developmental records, and twice 
yearly a progress report  is sent home to parents/carers regarding the child’s progress, and parents are 
allowed to view these during parent-teacher meetings held twice yearly. 

Developmental records 

•  OFSTED requires all settings to keep information on children and families such as: address, D.O.B, 
name,contact details and next of kin. These are included in the registration forms, consent forms ,and 
children’s profile forms, although other personal records include correspondence and reports regarding 
the child and family, minutes of meetings concerning the child from other agencies, observations by 
staff concerning confidential matters about the child such as child protection issues. Parents/Carers will 
have access to these files on their own children but not on any other children 

Personal Records 

Staff will not discuss personal information with other member's of staff except where it is necessary regarding 
planning to meet the child's needs. All staff are informed about confidentiality during induction into our Nursery. 

Information Sharing 

 

There are times where the nursery may be required to share information with other agencies in such cases 
where it is considered a child is or may be subject to harm, or there may concerns that the parents/carers are 
suffering harm. The nursery will explain to families that we have a duty to share information and consent will 
normally be sought from parents/carers to share such information unless it is believed doing so would risk 
causing further harm to the child or adults - for example where we have cause to believe a parent may try to 
cover up abuse, or threaten a child. In such instances where consent is not sought, a record will be made in the 
child's file stating the reason for this. Any information shared will be factual and up-to-date. 

Consent to disclose information 

 
Parents/carers may request access to personal records at any time provided that a written request to do so is 
handed to the manager who will contact third parties to announce that a request for disclosure has been made 
and prepare the file accordingly. The manager will keep copies of all letters giving permission or refusal to 
disclose information in the child’s file. The manager will go through the file with parents/carers after removing any 
information which a third party has refused to disclose. 
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