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1.13 	Confidentiality and Client Access to Records
[bookmark: _heading=h.15n02fvp99km]Policy Statement
At Nutley Preschool, we are committed to protecting the privacy of children and their families while ensuring they receive high-quality early years care and education. We understand that in the course of our work, we may handle information that is sensitive and not publicly available. This policy sets out how we manage, store, and share such information lawfully and ethically.
Confidentiality is maintained in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, which set the framework for the collection, storage, and sharing of personal data. We also recognise our responsibilities under the Human Rights Act 1998, Working Together to Safeguard Children (2018, updated 2023), and Information Sharing: Advice for Practitioners (2018).
Definition of Confidential Information
Confidential information is any personal, private, or sensitive data not normally in the public domain. It carries a reasonable expectation of privacy and must be handled with care and respect.

Confidentiality Procedures
· We respect all information shared with us by families and treat it as confidential unless there is a legal or safeguarding duty to disclose.
· Parents are consulted on whether the information they share should be treated as confidential.
· If sensitive information needs to be recorded—such as injuries, safeguarding concerns, or family circumstances—parents are informed unless doing so would put a child at risk.
· All records are securely stored in line with our Data Protection and Children’s Records policies.
· Information shared between parents during group activities is considered private by mutual agreement, though Nutley Preschool cannot be held responsible for breaches by other parents.
· Staff are trained to understand the boundaries of confidentiality and their responsibilities around information sharing.

Information Sharing with External Agencies
We will only share personal data with outside agencies when:
· It is necessary to safeguard a child.
· There is a legal obligation or statutory requirement.
· Consent has been obtained, or consent is not required due to overriding safeguarding concerns.
Any sharing of information will be proportionate and follow local safeguarding partnership protocols.
Access to Records by Parents/Carers
Parents or legal guardians have the right to access information held about their child. We follow the UK GDPR process for Subject Access Requests (SARs).
[bookmark: _heading=h.kyq5z1ypx6ih]Procedure for Accessing Records:
1. Requests must be made in writing to the Manager
2. The Manager will acknowledge the request in writing and inform the Committee.
Access will be provided within one calendar month of the request being received.
3. The child’s file will be reviewed and prepared for disclosure.
4. Where the file contains information from third parties (e.g. social workers, healthcare professionals), those individuals or organisations will be contacted for consent to share their information.
5. Any information for which consent is refused or which must remain confidential will be redacted with a clear explanation provided.
6. The Manager will provide a copy of the redacted (clean) file to the parent/carer, using a black marker to score through any information relating to a third-party.
7. A meeting will be arranged with the parent/carer to review and explain the contents, ensuring full understanding.
8. Legal advice may be sought prior to disclosure, particularly if litigation is anticipated.

Safeguarding Overrides Confidentiality
The safety and wellbeing of the child is our paramount concern. If we believe a child may be at risk of harm, we will share information with the appropriate authorities without parental consent if necessary, in accordance with safeguarding legislation.
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