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The Legal Framework 
The legislation and guidance this policy is based on: 

• The Children Act 1989 
• General Data Protection Regulation 2018 https://ico.org.uk/ 
• The Human Rights Act 1998 
• The Freedom of Information Act 2000 

 
Procedures 
Providing Personal Information as Part of the Registration Process 
When a child is offered a place at Peapod Pre-School, parents will be asked to 
provide personal information relating to their child. This information includes: 

• Address, date of birth, (along with proof in the form of a birth certificate) 
• Emergency contact details 
• Medical information, (eg. dietary requirements) 
• Permissions relating to developmental procedures, (eg. using photographic 

images for observations) 
• Permissions relating to welfare procedures, (eg. applying nappy cream) 

 

Aim of Policy 
The managers and staff aim to respect the privacy of all families that access Peapod Pre-
School, while ensuring the safety and welfare of individual children.  We aim to ensure 
that all parents and carers can share their information within our setting and be 
reassured that it will only be used to enhance the welfare of their children. Our 
Confidentiality Policy outlines how we deal with confidential information, how it is 
recorded and stored, as well as how information can be accessed without compromising 
individual families. 
 
Definition of Confidential Information 
‘Confidential information is information that is not normally in the public domain or 
readily available from another public source, it should have a degree of sensitivity and 
value and be subject to a duty of confidence. A duty of confidence arises when one 
person provides information to another in circumstances where it is reasonable to expect 
that the information will be held in confidence’.  
Information Sharing: Guidance for Practitioners and Managers (Department for Children, 
Schools and Families, 2008) 
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Such information is stored within each child’s individual file, and is securely stored in 
a lockable cabinet, and meets the legal requirements of the General Data Protection 
Regulations May 2018, please refer to our policy for further information. 
 
Parents will never have access to other children’s information. 
 
Disclosing Personal or Confidential Information 
We encourage positive relationships with our parents and carers and want them to 
be able to openly discuss issues, worries and concerns relating to their children. We 
do, however, need to follow procedures according to our Confidentiality Policy. 
Parents and carers should be aware that:  

• They may be asked if their information is confidential. 
• That if they share a confidence with a staff member, such as their child’s key 

person, for example, the matter will be discussed with the managers. 
 
Recording Information 
We inform parents when we need to record confidential information beyond the 
general personal information we keep - for example with regard to any injuries, 
concerns or changes in relation to the child or the family, any discussions with 
parents on sensitive matters, any records we are obliged to keep regarding action 
taken in respect of child protection and any contact and correspondence with 
external agencies in relation to their child. Such information is securely stored. 
Members of staff can have access to these files, but information taken from the files 
about individual children is confidential. These records are shredded after the 
retention period. 
 
Secure Access and Storing of Information 
The setting's office computers and laptops are password protected and have security 
software installed. Electronic records are uploaded to our secure One Drive server. 
Manual files are stored in lockable cabinets.  The office is also secured with a coded 
entry system. 

Staff Confidentiality and Code of Conduct 
Staff are aware of the importance of confidentiality through our policies and 
procedures. Our staff discuss children’s general progress and wellbeing together 
during sessions and in meetings. There may be occasions when more sensitive 
information is restricted to our managers and the child’s key person and is shared 
with other staff on a 'need to know' basis.  In circumstances where a manager or 
staff have good reason to believe that a child is at risk, or is likely to be at risk, of 
child abuse or neglect, the Safeguarding Policies will come into effect and will 
override confidentiality on a 'need to know' basis.  
 
Staff sign a code of conduct acknowledging their understanding of our confidentiality 
procedures, including the use of Tapestry, our digital learning journal software. Staff 
failing to show due regard for confidentiality will be liable to disciplinary action 
under the provisions of Peapod's Disciplinary and Grievance Policy.  
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Discussions with Third Parties 
We do not discuss children with other parents or anyone else outside of the setting. 
Our discussions with other professionals take place within a professional framework 
and not on an informal or ad-hoc basis.  Where third parties share information about 
an individual with us; our staff will check if it is confidential, both in terms of the 
party sharing the information and of the person whom the information concerns.  
 
Client Access to Records Procedures 
Individuals can make a request relating to their data at any time and Peapod Pre-
School will need to provide a response within one month. We can refuse a request, if 
we have a lawful obligation to retain data, for example, from Ofsted in relation to 
the EYFS, but we will inform the individual of the reasons for the rejection. 
Individuals have the right to complain to the ICO if they are not happy with the 
decision. 

 

Other Related Policies & Procedures 
The following policies provide additional information: 

• Safeguarding (including Child Protection) Policy 
• Children’s Rights and Entitlements Policy 
• GDPR General Data Protection Regulations Policy 
• Tapestry Policy 
• Use of Mobile Phones and Digital Photography 
• Acceptable Use Policy 
• Complaints Policy 
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