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Confidentiality Policy 

 

Statement  

It is our intention to respect the privacy of children, their families and carers while ensuring that at 

our nursery school they can benefit from good early years education and care.  

Methods 

The records we keep on children attending our nursery school include: 

Developmental records  

These include written observations of children, samples of their work, photographs and progress, 

tracking information. 

A child’s parents may request access to these records at any time. Pupil Portfolios are made 

available to parents regularly throughout the year showing what the children have learned and how 

they are progressing. 

Personal records   

These include registration and admission forms, signed forms of consent, correspondence 

concerning the child or family, reports or minutes from meetings concerning the child which are 

received from other agencies, an ongoing record of relevant contact with parents and observations 

by staff on any confidential matter which involves the child, such as developmental concerns or 

child protection matters.  

These confidential personal records are kept in separate personal files, which are stored in a 

lockable cabinet in the Nursery Manager’s office. 

Parents are entitled to have access to any records kept by the nursery school which relate to their 

own child but they are not permitted to have access to information about any other child. 

Personal information about a child which parents give to a member of the nursery school staff is 

discussed with other members of the staff on a need to know basis.  During induction, all members 

of the nursery school staff are made aware that confidentiality is an important part of the duties of 

each child’s key person. 

Other records 

Matters relating to the employment of staff, whether paid or unpaid, remain confidential to the 

people responsible for making personnel decisions or for administering salary payments. 

Any students who come to work in or to observe the working of our nursery school are informed of 

the content of this confidentiality policy and are required to comply with it. 
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