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1. Policy Statement 
 

a. It is our intention to respect and protect the privacy of children and their parents/carers, 
while ensuring that they access high quality early years care and education in our Pre-
School. 
 

b. We wish to promote an environment of respect with reference to confidential 
information relating to children, families and staff at Haselbury Plucknett Pre-School. 
 

2. Aim 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. There are record 
keeping systems in place that meet legal requirements: means of storing and sharing that 
information take place within the framework of the Data Protection Act and Human Rights Act. 
 
3. Definition of Confidential Information Confidential information is information of some 
sensitivity, which is not already lawfully in the public domain or readily available from another 
public source, and which has been shared in a relationship where the person giving the information 
understood it would not be shared with others. 
 
4. Procedures 
 

a. To ensure that all those using and working in the Pre-School can do so with 
confidence, we respect confidentiality in the following ways: 
 
1) Parents have ready access to the files and records of their own children but do 

not have access to information about any other child. 
 

2) Some parents sometimes share information about themselves with other parents 
as well as staff; Haselbury Plucknett Pre-School cannot be held responsible if 
information is shared beyond those parents whom the person has ‘confided’ in. 
 

3) Parents are encouraged to read our policies and procedures. There is a ‘parent 
copy’ in the foyer, and copies are available on request. 
 

4) Staff induction includes an awareness of the importance of confidentiality in the 
role of the key person. All staff agree to adhere to the confidentially policy by 
signing to state that they have read and understood it. Should a staff member not 
adhere to this confidentially policy then the implementation of the disciplinary 
procedure will commence. 
 

5) Staff will not discuss personal information given by parents with other members 
of staff, except where it affects planning for the child’s needs. 
 

6) Governors agree to adhere to the confidentially policy by signing to state that 
they have read and understood it. Should a governor not adhere to this 
confidentially policy then the implementation of the disciplinary procedure will 
commence. 
 

7) Any concerns / evidence relating to a child’s personal safety is kept in a secure, 
confidential file and is shared with our designated person responsible for child 
protection issues. 
 

8) Personal information about children, families and staff is kept securely in a 
lockable filing cabinet / cupboard whilst remaining as accessible as possible, for 
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operational purposes. 
 

9) Issues to do with the employment of staff, whether paid or unpaid, remain 
confidential to the people directly involved with making personnel decisions. 

 
10) Students, completing recognised qualifications and training, when they are 

observing in the Pre-School, are advised of our confidentiality policy and required 
to respect it. 
 

11) Staff will be mindful that outside communication about their working day at the 
setting, children’s names or even insinuation of a particular child, family or group 
directly or indirectly related to the pre-school setting or reference to their fellow 
work colleagues is strictly forbidden especially on any social media site. 
 

b. All staffs’ communications within the pre-school regardless of its relevance must 
remain confidential at all times. Moreover, staff must remember that they hold a 
responsibility to their professional role as well as being a withstanding member of the 
community; to ensure that all conversations inside the setting and those outside the 
setting are not judgmental, suggestive or slanderous to others. Those places may 
include: playgrounds, toddler groups, social outings to the local pubs, clubs, committee 
meetings and conversations at college and university lectures. Breach of confidentiality 
by a member of staff constitutes a misconduct offense and, following investigation, may 
result in disciplinary action being taken against that person, in accordance with our 
disciplinary procedures. 
 

5. Responsibilities. The school's designated person for Safeguarding and Child 
Protection is Mrs Lois Bowery. In case of absence or unavailability the deputy designated person is 
Miss Anne Higginbotham or Miss Anna Drew. The school governor with responsibility for 
Safeguarding and Child Protection is Mrs Jill Tutcher. 

 
6. Links to other policies: 
 

a. Haselbury Plucknett First School Staff Code of Conduct 
 

b. Haselbury Plucknett First School Safeguarding Policy 


