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Confidentiality Procedure
At Wood Wharf Kindergarten we understand the importance of confidentiality and follow relevant laws and legislation's to ensure we are handling and storing personal information in the correct manner. To ensure information is not given to an incorrect person all sensitive information is stored securely on the computer system, with only the management team having access and locked in filing cabinets in the nursery office.
· All information given by the parent/carers is held on the computer and in a locked filing cabinet in the office and only accessed by staff.

· Parent/carers are required to inform the school of change of address and telephone numbers. A personal details form is sent out every 6 months to allow for any changes that have not been given to the nursery.

· Parent’s permission is sought to share information about their child with any other agencies, through a signed declaration form. Parents will be informed of the information we are sharing.

· Staff MUST NOT give out personal details of parents to another parent.

· When a child leaves the nursery their information will be archived and kept in a secure place for 21 years after the child leaves the nursery.

· Children’s developmental records and learning journeys are stored in the school and can only be accessed by members of staff. Parents can request to see their child’s learning journey at any time. Samples of work, observations, Individual Educational plans (IEPs) and the child’s developmental stage will be stored in these folders.

· Children’s developmental folders will be given to the parents when the child leaves the nursery.

· Children with additional needs will have additional developmental information which is stored in a locked filing cabinet in the office and can only be accessed by staff members. These will also be archived once the child has left but kept in a secure place for 21 years following the child leaving the nursery.

· Any safeguarding concerns or information relating to safeguarding and child protection will be stored securely in a locked filing cabinet in the nursery office, with information being given to staff on a need to know basis.

· Any safeguarding information will be archived once the child has left but stored in a secure place for 21 years following the child leaving the nursery.

· Parent/carers who wish to discuss confidential matters will be offered the nursery office to discuss these matters and a sign will be put up notifying others to not enter. Also, Wood Wharf Kindergarten need to discuss confidential matters with parent/carers a meeting time will be arranged and a meeting room or the nursery office will be used.

· Parent/carers have the right to discuss any information with staff members and the nursery manager, the office is open for parent/carers to discuss anything. However, the parent/carer must make clear if it is a confidential matter at the time of discussion.

· Early Years Free Entitlement Declarations will be held in a locked cabinet for seven years.

· Staff and students are not permitted to discuss families and children out of work.

· Information held about staff is in a locked filing cabinet.

· When a staff member leaves, their employment details are archived in a secure place and kept indefinitely.

· Only one child to be mentioned on each accident/incident form.

· Staff who give their personal phone numbers to parents for babysitting MUST ENSURE they maintain confidentiality.

· Staff are not allowed to discuss nursery matters and other members of staff with parents.

· Staff MUST NOT have as friends or contacts any Wood Wharf Kindergarten parent/family on any social networking site.


If you feel confidentiality has been breached and the above procedure is not being followed please inform Wood Wharf Kindergarten Manager in the first instance.
If you feel the nursery manager has breached confidentiality you can contact the following advice services:
Information Commissioner's Office
An authority designed to protect information rights and an individual’s right to have their data protected.
Wycliffe House, 
Water Lane, 
Wilmslow, 
Cheshire, 
SK9 5AF 
Phone: 0303 123 1113 
(or 01625 545745 if you would prefer not to call an ‘03’ number, 
or +44 1625 545745 if calling from overseas). 
Mon-Fri 9.30 am - 5.30pm 
Fax: 01625 524510 
Email: notification@ico.org.uk
Further information can be found on their website: www.ico.org.uk
Or

Equality and Human Rights Commission 
An organisation that promotes and monitors human rights and enforces and promotes equality.
Fleetbank House, 
2-6 Salisbury Square, 
London 
EC4Y 8JX
Phone: 0207 832 7800
Fax: 020 7832 7801 
Further information can be found on their website: www.equalityhumanrights.com
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