
Documentation, Information Sharing and Confidentiality Policy 
  
We aim to ensure that all parents and carers can share their information in the confidence that it will 
only be used to enhance the welfare of their children. We recognise the importance of maintaining up to 
date and accurate records, policies and procedures necessary to operate safely, efficiently and in 
accordance with the law. 

The nursery is also aware of its obligations with regard to the storing and sharing of information under 
the General Data Protection Regulation (GDPR) 2017 and is committed to complying with its regulations 
and guidance. The leader and staff are aware of the implications of the GDPR in so far as it affects their 
roles and responsibilities within the nursery.  

Serendipity Day Nursery is committed to a policy of openness with parents/carers with regard to its 
policies and procedures and the information that the nursery holds on their child. Records and 
information will be made available to parents/carers on written request unless subject to an exemption. 
If for any reason a request is going to be refused, then this decision, and an explanation, will be 
communicated in writing. 

The nursery’s certificate of registration with Ofsted, or any notice of suspension of registration will be 
displayed on the premises at all times. 

Methods: 

We keep two kinds of records on children attending our setting, along with staff records and operational 
records: 

Developmental records – Observations and Learning Journeys: 

•   These include observations of children in the setting where applicable, photographs of the child, 
samples of their work, developmental assessments and records of achievement as appropriate. 

Personal records:   

In accordance Ofsted requirements, we keep records of: 

Adults - 
Names and addresses of all staff on the premises, including temporary staff who work with the children 
or who have substantial access to them;  

•   All records relating to the staff's employment with the setting, including application forms, references 
and results of checks undertaken etc. 

Other records: 

•   Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people 
directly involved with making personnel decisions. 

•   Students undergoing recognised qualifications and training, when they are observing in the setting are 
advised of our confidentiality policy and required to respect it. 

Children - 
Names, addresses and telephone numbers of parents and adults authorised to collect children from 
setting; 

•   Names, addresses and telephone numbers of emergency contacts in case of children's illness or 
accident; 
•   Allergies, dietary requirements and illnesses of individual children; 
•   Times of attendance of children, staff, volunteers and visitors; 
•   Accidents and medicine administration records; 
•   Consents for outings, photographs, website and social media content, administration of medication, 
emergency treatment; and 
•   Record of incidents. 
•   An up to date waiting list with details of all children waiting for a place at the nursery. 



The following procedures and documentation in relation to health and safety are in place: 

•   Risk assessment. 
•   Record of visitors. 
•   Fire safety procedures. 
•   Fire safety records and certificates. 
•   Operational procedures for outings. 
•   Record of the administration of medicines. 
•   Record of sick children. 
•   No smoking policy. 
•   Records of the activities planned and implemented by the nursery, including any off-site visits and 
outings. 

Notification of Changes: 

Parents are requested to ensure that any changes to the children’s information, is shared with the 
nursery as a matter of priority. 

The nursery recognises its responsibilities in keeping children, parents/carers, staff and Ofsted informed 
of any changes to the running or management of the nursery that will directly affect them. In the 
following cases, it is mandatory for us to inform Ofsted at the earliest possible opportunity – within 14 
days after the change occurs:  

•   Any significant change to the premises.  
•   Change of premises address where childcare is provided. 
•   Change in the type of childcare, for example, from after school club to child-minding.  
•   Any change of the registered person’s name, address or telephone number. 
•   Any change in registered person and person in day to day charge.  
•   Any changes that will affect the suitability of the registered person or anyone who cares for children 
on the premises. For example, committing an offence that would result in disqualification.   
•   Any incident of food poisoning affecting two or more children in the care of the childcare setting.  
•   Any serious accident or injury to, or death of any child receiving childcare. 
•   Any serious accident or injury to, or death of any person on the childcare premises. 
•   Any allegation of serious harm or abuse of any child committed by a member of staff (whether the 
offence is committed on or off site).    
•   Any allegation of serious harm or abuse of any child occurring on the premises and committed by any 
person (whether they are children, staff, parents or visitors).  
•   Any significant change to the operational plan of the nursery.  
•   Any other significant events.  

Storage and Access to personal records: 

•   All required records relating to individual children are maintained and retained in accordance with 
the GDPR Policy.  
•   Confidential records are kept in a locked secure filing cabinet. Management has access and keys to 
the filing cabinet.  
•   Parents may request access to any records held on their child and family by speaking to the 
Management.  

Confidentiality: 

The manager, staff, volunteers and any other individual associated with the running or management of 
the nursery will respect confidentiality by: 

•   Not discussing confidential matters about children with other parents/carers. 
•   Not discussing confidential matters about parents/carers with children or other parents/carers.  
•   Not discussing confidential information about other staff members.  
•   Only passing sensitive information, in written or oral form, to relevant people. 

In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at risk, 
of child abuse or neglect, the Safeguarding Children Policy will override confidentiality on a ‘need to 
know’ basis.  



Staff failing to show due regard for confidentiality will be liable to disciplinary action under the 
provisions of the Staff Disciplinary & Grievance Procedures policy. 
Linking into the requirements of the EYFS and Ofsted Registration requirements we will look to share 
information with the primary carer (school) of each child, and any other out of school provision that your 
child attends. Please refer to our Sharing Information Policy for more information.  

In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at risk 
of child abuse or neglect, the Safeguarding Policy will override Confidentiality Policy on a need to know 
basis, please refer to our Sharing information Policy. 

Staff will not discuss personal information given by parents with other members of staff, except where it 
affects planning for the child's needs.  Staff induction, includes an awareness of the importance of 
confidentiality in the role of the key person. 
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