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1. Principles
At Bunnies Daycare Ltd, we work closely with children and their families daily. It is a legal requirement for the nursery to hold relevant information about each child and their family, which must remain confidential at all times. This information is used for registration, invoicing, emergency contacts, and child development records.
All records will be securely stored in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
2. Confidential Issues May Include:
· Child details – Including developmental needs, behaviour, and medical information.
· Parent/guardian details – Including personal circumstances and contact information.
· Nursery working practices and policies.
· Nursery financial dealings.
· Staff details.
3. Procedures for Maintaining Confidentiality
To respect the privacy of children and families, we implement the following measures:
Storage & Access Control
· Confidential records are stored in a locked filing cabinet or secure digital system with restricted access.
· Only authorized personnel have access to confidential records.
· Parents have access to their own child’s records but not those of any other child.
Staff Responsibilities & Professional Conduct
· All staff, volunteers, and students must understand that confidential information is strictly for nursery use only.
· Any personal information about children or parents must never be discussed outside the nursery setting.
· Staff must seek parental permission before sharing any child-related information with external agencies, unless safeguarding concerns override confidentiality.
· Conversations about children should only happen with relevant staff members who are directly involved in the child’s care.
· Staff should avoid forming overly familiar relationships with parents, ensuring professional boundaries are maintained at all times.
Photography & Social Media
· Parental consent must be obtained before using children’s photographs for nursery displays, social media, or promotional materials.
· Staff, volunteers, and students must not share nursery-related information or images on personal social media accounts.
· Staff must adhere to the nursery’s Social Media and Online Safety Policy.
Safeguarding & Confidentiality
· Any concerns or evidence relating to a child’s safety or well-being must be kept in a secure file and shared only on a need-to-know basis.
· If a child is at risk of harm, the nursery's Safeguarding and Child Protection Policy will override confidentiality, and the appropriate authorities will be informed.
4. Staff Confidentiality Agreement
All staff members must agree to the following:
· Confidentiality must be maintained at all times, both during employment and after leaving the nursery.
· Babysitting for nursery clients is strictly prohibited during employment or placement.
· Information about other children, staff, or nursery issues must not be discussed with parents or external individuals.
· Staff must provide professional and appropriate feedback to parents about their child's day, without expressing personal opinions or discussing internal nursery matters.
· Social networking policies must be followed to protect confidentiality.
5. Breach of Confidentiality
A breach of confidentiality, including failure to adhere to this policy, will be considered gross misconduct and may result in:
· Formal disciplinary action.
· Immediate dismissal without notice in serious cases.

6. Staff Agreement
I, [Staff Name], confirm that I have read, understood, and will adhere to the Bunnies Daycare Ltd Confidentiality Policy.
Staff Name: ____________________________
Date: ____________________________
Staff Signature: ____________________________

This updated policy aligns with UK GDPR, Data Protection Act 2018, and safeguarding regulations for 2025. 
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