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[bookmark: _heading=h.l0ocelsu5dqx]10.5 Confidentiality and Record Sharing Policy
Woolston Preschool 
[bookmark: _heading=h.627x6ddw9o9b]1. Purpose of this Policy
This policy sets out how the preschool protects personal information, maintains confidentiality, and shares records lawfully and ethically. It ensures compliance with the Data Protection Act 2018, UK GDPR, Working Together to Safeguard Children, and the EYFS Statutory Framework.
Our aim is to safeguard children, support families, and promote transparent, respectful information sharing.

[bookmark: _heading=h.s8fixaqmhm81]2. Principles
We are committed to:
· Protecting the privacy and dignity of all children, families, and staff
· Collecting and storing information securely
· Sharing information only when it is lawful, necessary, and proportionate
· Ensuring children’s safety remains paramount in all decisions
· Being open and honest with families unless doing so places a child at risk

[bookmark: _heading=h.xqppwt2o5cfe]3. Types of Information We Hold
We may hold the following categories of information:
[bookmark: _heading=h.ui0ezyi5hsdc]Child Information
· Personal details (name, DOB, address, family contacts)
· Attendance, learning and development records
· Medical, dietary, and additional needs information
· Safeguarding or child protection concerns
[bookmark: _heading=h.5xgqzgea5b5g]Parent/Carer Information
· Contact details
· Legal responsibility and parental consent
· Relevant family information that supports the child’s wellbeing
[bookmark: _heading=h.hed9szaxoarm]Staff Information
· Employment records
· Training and qualifications
· DBS and vetting information

[bookmark: _heading=h.zfsz2nl6ynyl]4. How Information is Stored
· Paper records are kept in locked, secure cabinets accessible only to authorised staff
· Digital records are password‑protected and stored on secure systems
· Safeguarding records are stored separately and with enhanced access controls
· Records are retained and disposed of in line with statutory retention schedules

[bookmark: _heading=h.8vjf5cx15oe]5. Confidentiality Expectations for Staff
All staff, students, and volunteers must:
· Treat all information as confidential
· Discuss children only with authorised colleagues on a need‑to‑know basis
· Never share information outside the setting without permission from the DSL or Manager
· Never discuss children or families in public spaces or on social media
· Sign a confidentiality agreement as part of induction
Breaches of confidentiality may result in disciplinary action.

[bookmark: _heading=h.ggnxwrg67r2x]6. When Information May Be Shared
We share information only when it is:
· Required by law
· Necessary to safeguard a child
· Requested by a regulatory body (e.g., Ofsted)
· Part of multi‑agency working to support a child’s needs
· With parental consent, where appropriate
We follow the seven golden rules of information sharing and ensure that sharing is:
· Necessary
· Proportionate
· Relevant
· Accurate
· Timely
· Secure

[bookmark: _heading=h.56kxwqqhl6mx]7. Safeguarding and Child Protection
Where there are concerns about a child’s safety or welfare:
· The Designated Safeguarding Lead (DSL) may share information with children’s social care, police, or other agencies without parental consent if seeking consent would place the child at increased risk.
· All decisions and rationales are recorded clearly and promptly.
Child safety always overrides confidentiality.

[bookmark: _heading=h.na0j8doxxu1n]8. Parental Rights and Transparency
Parents/carers have the right to:
· Access information held about themselves or their child
· Request corrections to inaccurate information
· Withdraw consent for optional data processing
We will:
· Explain why information is collected
· Inform parents how it will be used
· Seek consent where required

[bookmark: _heading=h.ho26av8u9akz]9. Sharing Records When a Child Moves Setting
With parental consent (unless safeguarding concerns override this), we will share:
· Learning and development records
· Attendance information
· SEN support plans
· Safeguarding information (shared securely and directly with the receiving DSL)
Records are transferred securely and receipt is confirmed using the Southampton city council transition pack.

[bookmark: _heading=h.m21dcwahk6e3]10. Data Breaches
Any suspected data breach must be reported immediately to the Manager/DSL.
 We will:
· Investigate promptly
· Take action to reduce risk
· Inform affected individuals where appropriate
· Report serious breaches to the ICO within statutory timeframes

[bookmark: _heading=h.yhuxour9tbe8]11. Monitoring and Review
This policy is reviewed annually or sooner if:
· Legislation changes
· There is a significant incident
· Best practice guidance is updated

Written - 24/2/2026 - Hannah Winbourne 

Manager - 

Committee - 

Review date - 24/2/2027



Page | 1

image1.png




image2.png
WOOLSTON PRESCHOOLS
Where adventures begin...




