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Working with children and families will sometimes bring us into contact with 
confidential information. To ensure that all those using and working in the group can 
do so with confidence we will respect confidentiality. 
 

 
 
We will ensure that: 
 

 Data for Free Entitlement will be accessed on a password protected laptop which is 
kept securely. Hard copies will be locked in the Parish Office in a secure cabinet. 
 

 Learning Journals and SEND records are stored in secure cabinets within the       
Pre-School.  
 

 All parents will have ready access to the files and records of their own children but 
will not have access to information about any other child. 

 
 Any feedback given to parents on their child’s progress will be given directly to the 

parents unless they express a wish for someone else to be present, e.g. child minder 
or nanny. 

 
 Information about a child’s medical needs or status e.g. HIV, or concerns about a 

child’s protection issues will be kept in a separate file and will only be available to 
authorised personnel.   

 
 Voluntary workers and students participating in training, and other visitors to the 

group will be made aware of the importance of confidentiality of information and their 
responsibility within the group. 

 
 Where individual children are being observed by students for case studies as part of 

their course work, direct permission will be sought from parents, particularly when 
background and family details will be part of the case study. 

 
 Issues to do with employment of staff, whether paid or voluntary, will remain kept 

confidential by the members of the Management Committee and management 
directly involved with making personnel decisions. 

 
 Information about individual members of staff will not be given out to anyone without 

the permission of that person, except in the case of child protection. 
 

 Confidential information about a child may be disclosed in the interests of child 
protection.  The welfare of the child is paramount and, if a child is considered at risk, 
staff must follow the procedures highlighted in the Safeguarding and Child Protection 
Policy.  Reasons for disclosure must be recorded along with any advice taken about 
that decision. 
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