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Magdalene Pre-School

Confidentiality Policy

Statement of Intent

Magdalene Pre-School is committed to respecting the privacy of children and their parents and carers. We recognise that confidentiality is essential to building trusting relationships and ensuring children receive high-quality care, education, and safeguarding support.

We handle all personal information in accordance with the Early Years Foundation Stage (EYFS), UK GDPR, and the Data Protection Act 2018.

Aim

We aim to ensure that all parents and carers feel confident that any information they share with us will be treated sensitively, stored securely, and used only to support the welfare, development, and safety of their child.

Types of Records Kept

We keep two main types of records for children attending the setting:

1. Developmental Records (EYFS Records)

These may include:

· Observations of children’s learning and development

· Samples of children’s work

· Developmental summaries and progress tracking

These records:

· Are kept securely within the setting

· Are accessible to relevant staff, parents/carers, and where appropriate, the child

· Are shared with parents and transferred to the child’s next setting or school when the child leaves, with parental knowledge

2. Personal Records

These may include:

· Registration and admission forms

· Signed consent forms

· Records of communication with parents/carers

· Reports or correspondence from other professionals or agencies

· Records of meetings relating to the child

· Confidential observations relating to safeguarding or developmental concerns

Personal records:

· Are stored securely in a locked cupboard or secure digital system

· Are accessible only to the Setting Manager and authorised staff with a professional need to know

· Are shared with parents/carers regarding their own child only

· Are not accessible to parents/carers of other children

Information Sharing

· Staff do not discuss confidential information about children or families outside of professional contexts.

· Information is shared with parents/carers and relevant professionals only when necessary to support the child.

· Confidentiality may be overridden where there is a concern about a child’s safety or welfare. In such cases, information will be shared with appropriate agencies, including:

· Children’s Social Care

· The Police

· Ofsted

This is in line with safeguarding duties and statutory guidance.

Staff Responsibilities

· All staff receive training on confidentiality during induction and through ongoing supervision and appraisal.

· Staff are expected to adhere to confidentiality procedures at all times, including when using digital systems and emails.

· Staff are required to follow the setting’s safeguarding policy if concerns arise.

Parents and Carers

· Parents/carers are informed of confidentiality procedures upon registration.

· This policy is available for parents to view at any time.

· Parents have the right to access information held about their own child, in line with data protection legislation.

Other Records

· Confidential staff records are stored securely and are only accessible to those with a professional or legal right to see them.

· Records relating to individual children are retained for an appropriate period after the child leaves the setting, in line with statutory guidance and safeguarding requirements.

· Magdalene Pre-School is registered with the Information Commissioner’s Office (ICO) and complies with all data protection responsibilities.

· All staff are e-safety aware and take care when sending emails or using electronic systems to ensure information is shared securely.
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