Early Years Practice Procedures
	Confidentiality
At St Margaret’s Pre-School, we respect the privacy of children, families, staff, students, volunteers, and committee members. We recognise that confidential information is shared with us in trust and that maintaining confidentiality is essential to building positive relationships and ensuring the safety and wellbeing of all children.
All staff and volunteers are required to uphold this policy and always maintain confidentiality.

We aim to:
· Protect the privacy and dignity of children, families, and staff.
· Ensure information is shared appropriately and only when necessary.
· Comply with relevant legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
· Safeguard children while respecting family confidentiality.

Confidential information may include:
· Personal details about children and families.
· Medical information and health records.
· Developmental assessments and observations.
· Family circumstances and personal information.
· Staff records and employment information.
· Safeguarding concerns and records.
This information will be stored securely and accessed only by authorised individuals.

Staff Responsibilities
All staff; students, volunteers, and committee members must:
· Treat all information about children, families, and colleagues as confidential.
· Not discuss confidential matters outside of the setting.
· Ensure conversations involving confidential information cannot be overheard.
· Store records securely and follow data protection procedures.
· Use social media responsibly and never share information, photographs, or details relating to children, families, or staff without permission.

Information will only be shared when:
· Parents/carers have given consent.
· It is necessary to support a child’s welfare or development.
· There is a legal obligation to share information.
· A safeguarding concern requires information to be shared with relevant agencies.
Where possible, parents/carers will be informed before information is shared, unless doing so could place a child at risk.

Safeguarding
Confidentiality cannot be guaranteed where there are concerns about a child’s safety or welfare.
If staff have concerns that a child may be suffering, or is at risk of suffering, significant harm, they have a duty to report these concerns to the Designated Safeguarding Lead (DSL), who will follow safeguarding procedures and share information with relevant agencies where appropriate.

Working with Other Professionals
To support children’s needs, information may sometimes be shared with professionals such as:
· Health Visitors
· Speech and Language Therapists
· Educational Psychologists
· Social Workers
· Local Authority Early Years Teams
Information will only be shared on a need-to-know basis and in accordance with data protection and safeguarding requirements.

Records and Data Protection
St Margaret’s Pre-School will:
· Store paper records securely in locked cabinets.
· Protect electronic records using secure passwords and appropriate security measures.
· Retain records only for the required period.
· Dispose of confidential records securely when no longer needed.
· Respond to requests for personal information in line with data protection legislation.

Breaches of Confidentiality
Any breach of confidentiality will be taken seriously and may result in disciplinary action. In cases involving safeguarding concerns or data protection breaches, appropriate authorities may be informed.

Monitoring and Review
This policy will be reviewed annually or sooner if required to ensure it reflects current best practice and the needs of children and families attending the setting.
· Policy Review Date: 12.06.2026
· Policy Approved By: Natalie Ruddock
· Next Review: 12.06.2027
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