GREENHAYS NURSERY SCHOOL LTD
Confidentiality Policy

Our aims

Our aim is to provide a confidential and trustworthy environment where parents can feel comfortable in sharing information with us.  OFSTED specify that we must keep certain information and documentation for safe and efficient management and to meet the needs of the children.  We will comply with the Data Protection Act 1998.  
Procedures

· Children’s records and details are kept in a secure place and are available to other members of staff when necessary. 
· Staff are made aware of the importance of confidentiality within their induction period.

· All staff will respect the privacy of parents and children in regard to any information shared

· Staff will only share information with each other if it concerns the wellbeing or welfare of the child.

· Staff will respect the privacy of a conversation and move to a private area if necessary.

· All staff will be responsible for maintaining privacy and confidentiality. 
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