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Policy

The aim of St James’ Cottage is to promote an environment of respect with reference to confidential information relating to the children, families or group users and the group’s business. 
At the nursery we work very closely with children and their families on a day-to-day basis and have a ‘confidential relationship’ with families.   It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality early years care and education in the setting. We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.  

We have record keeping systems in place that meet legal requirements for each child, their families, staff and trustees.  This information is used for registers, invoices and emergency contacts. The means that we use to store and share that information takes place within the framework of the General Data Protection Regulations Act (2018) and the Human Rights Act (1998). Our Data Protection Officer is Claire Bischoff.
CONFIDENTIAL ISSUES MAY INCLUDE: 

· Child details - Including developmental needs and behaviour. 

· Parent details - Including their domestic circumstances & sharing information with other professional.
· Staff details – including emergency contacts
· Nursery working practices and policies. 
· Nursery financial dealings.

Procedure 

It is our intention at the nursery to respect the privacy of children and their families which is achieved by:  

· Ensuring that any concerns/evidence relating to a child’s personal safety are kept in a secure, confidential file. This information must be shared with as few people as possible on a need-to-know basis. If however, a child is considered at risk, the nursery’s safeguarding children policy will override confidentiality.
· In exceptional circumstances information is shared, for example with other professionals or possibly social care or the police. Our discussions with other professionals take place within a professional framework and not on an informal or ad-hoc basis.
· Information shared with other agencies is done in line with our Information Sharing Policy/Parental Agreement.
· Storing confidential records in a locked filing cabinet. 
· Ensuring that all staff, volunteers and students are aware that this information is confidential and only for use within the nursery.
· Ensuring that parents have access to files and records of their own children, but not to those of any other child. Parents will have access to their child’s files using the Tapestry on-line learning journals, which is pin secured, along with any other relevant records of their own children held in cottage.
· Gaining parental permission for any photographs of the children to be used within the nursery.
· Ensuring that staff have a professional relationship with all parents and don’t become too familiar with particular families within the nursery. 
· Ensuring that staff are aware that information held for each child is confidential, and only to be used within the nursery setting. If any of this information is requested for whatever reason, the parent’s written permission must always be sought. 
· Ensuring that staff do not discuss personal information given by parents with other members of staff, except where it affects planning for the child’s needs. 
· Staff will discuss children’s general progress and well being together in meetings, but more sensitive information is restricted to our manager and the child’s key person and is shared with other staff on a need to know basis.
· Ensuring that staff, student and volunteer inductions include an awareness of the importance of confidentiality and sign the Confidential Agreement. 
· Ensuring that staff, students and volunteers are aware of, and follow, the nursery’s E-Safety policy in relation to confidentiality.  
· Where third parties share information about an individual to us, our manager will check if it is confidential, both in terms of the party sharing the information and of the person whom the information concerns.

Trustees & Fundraising Committee Members will be reminded that: -

· During their term in office as Trustees & Fundraising Committee Members, they may be party to confidential information concerning the children, families or group users, and the group’s financial business.  Any information that is received because of their position as a Trustee or Fundraising Committee member must remain confidential to them.

· Confidential issues must not be discussed with parents, or any other individual not connected with the organisation.

· During and after their term of office, they must not disclose or allow the disclosure of any confidential information (except in the proper course of their membership as a Trustee or Fundraising Committee)   

· On an annual basis all Trustees & Fundraising Committee Members will be asked to sign the Confidentiality Policy acknowledging their responsibilities.  This will be displayed on the notice board in the blue file.

Staff, volunteers, and students 

· A confidentiality section should be included in all staff employment contracts 

· A confidentiality poster may be displayed on the notice board 

· Staff, volunteers, and students are given details about issues of confidentiality during their staff induction and requested to sign the Confidentiality Policy, which will be displayed on the notice board in the blue file.

· Staff have access to Tapestry on-line learning journals at work and at home, these have individual pins codes for security reasons. Any misuse of the on-line journals by staff will be investigated and in serious cases suspension or even exclusion will be considered as stated in our Disciplinary policy. 
· All areas of confidentiality must be adhered to at all times. At no time whilst in employment and after termination of employment with St James’ Cottage Nursery, are you to divulge any of our clients details, working practices, policies or financial dealings to any other party. 

· When taking on any private baby-sitting arrangements you must remain professional and ensure that confidentiality of the nursery is considered at all times.  Written permission must be gained from the parent prior to babysitting to state St James’ Cottage Nursery will not be accountable/liable for any actions from the staff babysitting and that it is a private arrangement between the two parties.
· No information regarding other children or problems within the organisation is to be discussed with parents when baby-sitting is privately arranged. You must never become too familiar with parents and must ensure that this agreement is adhered to. 

· When feedback is given at the end of each child’s session you must ensure that it is done in a professional way, giving the parent all the information that they need to know about their child’s day. If you have had a particularly bad day or a particular issue had arisen within the nursery, at no time must you express your opinion to, or in the presence of parents as they drop off or collect their child. 

· You must ensure you are aware of and follow our E-Safety policy in relation to confidentiality.

· If staff, students or volunteers in the nursery are to breach any of the confidentiality provisions, including the above agreement, it is considered gross misconduct. Any staff found to have committed gross misconduct will result in a disciplinary action, and in serious cases, immediate dismissal without notice.
Parents and Carers

· Information given by Parents/carers to the manager or staff will only be shared in-line with our parental agreement and Safeguarding policy. 
· We will always check whether parents regard the information they share with us to be confidential or not.

· We will inform parents when we need to record confidential information beyond the general personal information.  We will keep for example, information with regard to any injuries, concerns or changes in relation to the child or the family, any discussions with parents on sensitive matters, any records we are obliged to keep regarding action taken in respect of child protection and any contact and correspondence with external agencies in relation to their child. (see our Children's Records Policy and Privacy Notice) 
· We will keep all records securely (see our Children's Records Policy and Privacy Notice).
Confidentiality Poster

The following poster has been produced for display on staff notice boards.

CONFIDENTIALITY

Any information which is received about the children, families or service users must remain confidential to staff and the manager. This information will only be shared in-line with our Parental Agreement and Safeguarding Policy.

Information received by staff, about other members of staff, cottage finances, Trustee decisions must also remain confidential.

Confidential issues must not be discussed with parents, or any other individual not connected with the Cottage.

Trustee & Fundraising Committee

Confidentiality Policy

Trustees & Fundraising Committee Members are reminded that during his or her term of office, he or she may be party to confidential information concerning the children, families or cottage users, and St James’ Cottage Nursery business.  Any information that is received because of your position as Trustee or Fundraising Committee Member must remain confidential to you, the Trustees / Fundraising Committee and the manager.

Information received by Trustees / Fundraising Committee Members about each other, the cottage staff, finances must also remain confidential.

Confidential issues must not be discussed with parents, or any other individual not connected with the Cottage.

Trustees & Fundraising Committee Members shall not, during his or her term of office, disclose or allow the disclosure of any confidential information (except in the proper course of his or her roles within the group as a Trustee or Fundraising Committee member).   

I have read the Confidentiality Policy and acknowledge the information.

Trustee / Chairperson’s Name  ……………………………………………..
Signed

………………………………………………………Date: …../…/….

Trustees Name …………………………………………………

Signed 

………………………………………………………Date: …../…/….

Trustees Name …………………………………………………

Signed 

………………………………………………………Date: …../…/….

Trustees Name …………………………………….

Signed 

………………………………………………………Date: …../…/….

Committee Member’s Name …………………………………….

Signed 

………………………………………………………Date: …../…/….

Committee Member’s Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Committee Member’s Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Committee Member’s Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Committee Member’s Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Staff

Confidentiality Policy

Staff are reminded that they may be party to confidential information concerning the children, families or cottage users, and St James’ Cottage business.  Any information that is received as a result of your position as member of staff must remain confidential to you, the Trustees, Fundraising Committee and the Manager.

Confidential issues must not be discussed with parents, or any other individual not connected with the cottage.

Staff shall not disclose or allow the disclosure of any confidential information (except in the proper course of his or her employment). 

I have read the Confidentiality Policy and acknowledge the information.

Name  ……………………………………………………..

Signed

………………………………………………………Date: …../…/….

Name …………………………………………………

Signed 

………………………………………………………Date: …../…/….

Name …………………………………………………

Signed 

………………………………………………………Date: …../…/….

Name …………………………………….

Signed 

………………………………………………………Date: …../…/….

Name …………………………………….

Signed 

………………………………………………………Date: …../…/….

Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Name ……………………………………

Signed 

………………………………………………………Date: …../…/….

Name ……………………………………
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