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Bunnies Daycare Confidentiality Policy and Procedures
1. Statement of Intent
At Bunnies Daycare, we are committed to providing a safe and respectful environment for children, families, and staff. We understand the importance of confidentiality and the trust placed in us to handle personal and sensitive information responsibly. This policy outlines how we manage, store, and share information in line with our legal obligations and ethical responsibilities.
2. Aims
- To protect the privacy of children, families, and staff.
- To ensure all information is handled in a professional, respectful, and lawful manner.
- To promote safe and secure practices when storing and sharing information.
- To comply with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.
3. Confidential Information
Confidential information includes, but is not limited to:
- Personal details of children, families, and staff.
- Medical and developmental records.
- Safeguarding and child protection concerns.
- Incident reports and accident forms.
- Financial or employment records.
4. Staff Responsibilities
- All staff are expected to maintain confidentiality at all times, both during and after their employment at Bunnies Daycare.
- Information shared during the course of their duties must not be discussed outside the setting or with individuals who do not have a professional need to know.
- Breaches of confidentiality may result in disciplinary action.
5. Sharing Information
Information will only be shared:
- With parental/carer consent where appropriate.
- In situations where a child’s safety or wellbeing is at risk (following safeguarding procedures).
- With other professionals such as health visitors, social workers, or local authorities if necessary for the child’s welfare.
- With Ofsted and other regulatory bodies as legally required.
6. Storage of Records
- All written records are kept securely in locked cabinets or password-protected digital systems.
- Access is restricted to authorised staff members only.
- Records are retained and disposed of in accordance with statutory retention schedules.
7. Parental Rights
- Parents/carers have the right to request access to information held about them and their child(ren), in line with GDPR.
- Requests must be made in writing and will be responded to within 30 days.
8. Staff Training
- All staff receive training on confidentiality and data protection during induction and as part of ongoing professional development.
9. Breach of Confidentiality
- Any breach of confidentiality will be taken seriously.
- It will be investigated by the management team and may result in disciplinary procedures or notification to external authorities.
10. Use of Technology
- Staff must not use personal devices to store or share confidential information.
- Photos or videos of children must only be taken using nursery equipment and with appropriate parental consent.
- Information must not be shared on social media or through unapproved communication channels.
11. Monitoring and Review
This policy will be reviewed annually or sooner if changes in legislation or practice occur.
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