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Confidentiality Policy 

 
Safeguarding Statement 

At Garretts Green Nursery School we respect and value all children and are 
committed to providing a caring, friendly and safe environment for all our pupils so 
they can learn, in a relaxed and secure atmosphere.  We believe every pupil should 
be able to participate in all school activities in an enjoyable and safe environment and 
be protected from harm.  This is the responsibility of every adult employed by, or 
invited to deliver services at Garretts Green Nursery School. We recognise our 
responsibility to safeguard all who access school and promote the welfare of all our 
pupils by protecting them from physical, sexual and emotional abuse, neglect and 
bullying. 

 
Rationale 
The nature of the work carried out in both our Nursery will require staff to access confidential information. To 
ensure that any user of the Nursery services can do so in confidence we recognise the need to state our 
intentions in this policy. 
 
Aims 

 To ensure that confidential information is recorded according to guidelines when required 

 To ensure the safe storage of confidential material 

 To share confidential information only in circumstances where necessary and only then with parental 
consent. 
 

Undertakings 

 Personal details of uses of the service will be required for Registration. 

 Details requested on the registration form, including the address and telephone number is deemed to be 
confidential and will only be used for Nursery School management purposes 

 The Nursery School are registered under the Data Protection Act and will not pass any information on to 
any other organisations without parent’s permission  

 All information of a personal or confidential nature will be stored in a secure location with limited access 
by senior personnel only. 

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

 Any anxieties/evidence relating to a child’s personal safety will be deemed to be confidential and will not 
be shared except with Nursery staff in order to ensure safety of the child 

 Staff will not discuss individual children, other than for the purpose of curriculum planning /group 
management with people other than parents/carers of that child. 

 Information given by parents/carers to Nursery staff will not be passed on to other adults without 
permission. 

 Any discussions with parents about their child will take place privately, and, if appropriate, arranged 
outside of school hours. 

 Any issues relating to Nursery children and their families should not be discussed outside the setting. 

 Issues to do with employment staff, whether paid or unpaid, will remain confidential to the people 
directly involved in personnel decisions. 

 Students and volunteers, observing or working in the Nursery School will be advised of our Confidentiality 
Policy and are required to comply with the conditions set out above. 
All statements above may be required to be over-ridden if information is requested in cases 
of suspected child abuse. Also see our policy on Child Protection/ Data Protection and GDPR 
Documentation 
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