Bentham Under Fives Centre

Confidentiality policy


 (This policy takes due regard of the Data Protection Act 1998)

Bentham holds information on children in order to support their development, to monitor their progress, to provide appropriate pastoral care, and to assess how well the setting as a whole is doing.  This information includes contact details attendance information, characteristics such as ethnic group, special educational needs and any relevant medical information.  In addition the Local Authority (LA) uses information about children to plan services for all children and to provide individual children with services where they have a duty to do so, e.g. to make an assessment of any special educational needs a child may have  (DPA, 1998).  Therefore personal details on Nursery contracts will be passed to other official agencies e.g. Police, Social Services, Ofsted, Area SENCO etc. as appropriate.
Children's normal developmental records are kept within groups as staff need to access them regularly. Any information in a child's record that is of a sensitive nature will be kept in a secure place.  The address and telephone number of parents will not be passed on to anyone outside the nursery without parents' permission, except when the duty of care to the child overrides the need for confidentiality. 

Duty of care to the child may override the duty of confidentiality, and in such cases we will pass appropriate information to other organisations. 

Policy statement
· Confidentiality will be respected by all members of the nursery staff, students on placement and volunteers in the nursery.

· No details regarding the children and their families should be discussed outside the nursery environment.

· Any information kept on a child, which relates to a child’s safety will be kept in a confidential file that is secure and only shared with the nursery team.

· All information kept on children and their families, students, volunteers and staff will be kept in a secure environment and only available to relevant staff when necessary.

· Any student on placement or volunteers will be made aware of the confidentiality policy; they will not participate in team meetings or have access to confidential documents

· Information shared by parent/carer will not be passed on without permission from the parent/carer.

· Written permission will be sought from the parent/carer to take photographs of their children for use in the nursery. For any photograph to by used by students or for use outside the nursery, extra verbal/written permission will be asked for.

With any concerns regarding suspected child abuse our confidentiality policy will be extended to include relevant persons from appropriate agencies.
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