WREN’S NURSERY Confidentiality Policy
(Updated to reflect current legislation and statutory guidance)
1. Rationale
Wren’s Nursery is committed to promoting an environment of trust, respect and professionalism. We recognise that we hold sensitive information about children, families, staff and the nursery’s business operations. We have a legal and ethical duty to ensure that all personal information is handled securely, lawfully and confidentially.
We follow the principle that:
“Appropriate technical and organisational measures shall be taken to protect personal data against unauthorised or unlawful processing, accidental loss, destruction or damage.”
This places the nursery under a legal obligation to store, use and share personal information safely and responsibly.
2. Records We Are Required to Keep
As a registered early years provider, we must keep written and digital records, including:
· Daily attendance records, including hours of attendance and key worker details
· Full child information: name, date of birth, address, parental responsibility, emergency contacts
· Dietary needs, allergies, medical conditions and health requirements
· Information required for Early Years Entitlement funding (e.g., name, DOB, address, gender, ethnicity if voluntarily provided, SEND status, funded hours)
· Records of accidents, incidents and pre‑existing injuries
· Records of medication administered
· Parental permissions (e.g., emergency treatment, photos, outings, information sharing)
· Observations, assessments, photographs and developmental records
· Records of written complaints (see Complaints Policy)
All records are kept in line with statutory retention periods.
3. Confidentiality and Information Sharing
All information shared with staff is treated as confidential and will not be disclosed without parental consent unless required by law. Information may be shared without consent when:
· There is a safeguarding concern
· A child may be at risk of harm
· Ofsted requests access to records
· Another lawful requirement applies
To support children’s learning and transitions, we may share information with:
· Other nurseries or pre‑schools
· Registered childminders
· Schools
Parents will be asked to sign a permission form specifying:
· What information will be shared
· Who it will be shared with
· How it will be shared
· How it will be stored
4. Data Protection Responsibilities
Wren’s Nursery complies with:
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Freedom of Information Act 2000
We are registered with the Information Commissioner’s Office (ICO).
Digital information is stored securely using:
· Password‑protected computers and tablets
· Password‑protected files
· Secure nursery devices (digital camera, computer, iPads)
Hard‑copy records are stored in a locked filing cabinet in the nursery office.
We expect parents and carers to respect the confidentiality of other families and staff.
5. Email and Computer Use
· All nursery computers use password‑protection
· Screens displaying confidential information must not be visible to unauthorised persons.
· Passwords must be secure, not shared, and changed regularly.
· Personal information stored electronically must be securely deleted when no longer required.
6. Manual Information, Post and Written Notes
· Confidential papers must be stored securely in a locked filing cabinet.
· Envelopes containing personal information must be sealed and addressed accurately.
· Manual records must be legible, organised and protected from damage or loss.
· Temporary notes (e.g., post‑its, phone messages) must be destroyed once information is transferred to secure records.
7. Telephone and Verbal Communication
· Confidential conversations must take place where they cannot be overheard.
· When discussing personal information by phone, staff must verify the identity of the caller.
· Confidential information must not be shared in public areas.
· Personal information must not be left on answering machines.
8. General Procedures
· Visitors must not be left unsupervised in areas where confidential information is accessible.
· All staff receive training on confidentiality, data protection and information security during induction.
· Personal information must not be displayed publicly (e.g., on noticeboards).
· Staff must treat all information about children, families and colleagues as confidential and must not share it outside the nursery unless authorised.
9. Links to Other Policies
This policy should be read alongside:
· Safeguarding and Child Protection Policy
· Complaints Policy
· Data Protection Policy
· Information Sharing Procedures

