
Confidentiality Policy
At the Buckland Beehive we have record keeping systems in place that meet legal requirements required within the framework of the General Data Protection Regulations (GDPR) (2018) and the Human Rights Act (1998)
The Buckland Beehive’s work with children and their families sometimes brings us into contact with confidential information.  It is our intention to respect the privacy of our children and their parents and carers, while ensuring that they access high quality early years care in our setting.  To ensure the confidence of all those using and working in the pre-school, we will respect confidentiality in the following ways:
· Parents will only have access to the files and records of their own children.

· Information given to the supervisor or keyperson will not be passed on to other adults without permission.

· Staff will not discuss individual children, other than for curriculum planning/ group management, with people other than the parents.
· Staff will not discuss individual children outside the nursery
· Anxieties relating to a child’s personal safety will be kept in a confidential Safeguarding file and will not be shared within the group other than the supervisor/keyperson.

· Students are advised of our policy and are required to respect it.

· Suitable arrangements will be made by the Keyperson for any parent who wishes to speak confidentially. i.e away from the main hall
· All confidential information is kept in a locked filing cabinet in the locked preschool storeroom

· Personal information about parents i.e. email and home addresses are kept on the preschool laptop at Jane Beards house and it is password protected.

· A daily record is kept of the names of the children we are caring for, their hours of attendance and the person responsible for collecting them.

· Information shared with other agencies is done in line with our Information Sharing Policy

Archiving Files and Information

When a child leaves the Beehive we remove all paper documents from the child’s personal file and place in an envelope with the child’s name and date of birth on the front with the date they left.  This is sealed and placed in an archive box and stored in a secure place for three years.  After three years it is destroyed.

Where there were child protection investigations in progress the information is archived for twenty five years.

All financial information is kept for seven years

Signed by the Pre-school Manager, Jane Beard:…………………………….

Date:……………………………………….

Date Written:  August 2017

Due for revision:  August 2019
Read by:
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