
CONFIDENTIALITY 

EYFS: 3.69, 3.70 

 

INTRODUCTION 

It is “BBDN & Pre-school” intention to respect the privacy of children and parents and carers, whilst ensuring 
that they access high quality early years’ care and education in our setting. 

It is “BBDN & Pre-school” policy that the manager, staff, volunteers and any other person associated with the 
setting understands the need to protect the privacy of the children in their care as well as the legal 
requirement that exist to ensure that information relating to the child is handled in a way that ensures 
confidentiality.  

It is the responsibility of the manager, staff, volunteers and any other person associated with the setting to 
respect CONFIDENTIAL information obtained in the course of their work, and refrain from disclosing such 
information without the consent of the child or a person entitled to act on their behalf, except where the 
disclosure is required by law or is necessary in the public interest. 

The manager, staff, volunteers and any other person associated with the setting must not: 

 Discuss confidential matters about children with other parents or Carers 

  Discuss confidential matters about parents/carers with children or any other 
parents/carers 

 Discuss confidential matters about staff with children or any other parents/carers    or 
staff members 

Trust is implied with all staff, volunteers and any other person associated with the setting. 

Any staff member found to be discussing individual children with anyone other than for the purpose of 
curriculum planning or management; with people, other than the parent or carers of the child will be regarded 
as serious MISCONDUCT that could result in disciplinary action being taken, including DISMISSAL. 

The dangerous consequences of careless talk in public places cannot be overstated. 

Staff will only discuss personal information given by the parent with other staff members on a need to know 
basis. Staff induction includes an awareness of the importance of confidentiality in their role of the key person 

“BBDN & Pre-school” staff understands that should they need to discuss confidential information with a parent 
about their child or a parent wishes to talk to a member of staff about their child, that they should discuss this 
confident information in a private place away from other staff, children or parents. Staff must ensure that when 
they are doing this, they treat the parent with respect and only discuss the necessary information with the 
parent/ Carer. 

“BBDN & Pre-school” encourages anyone who has concerns about the manager, staff, volunteers and any other 
person associated with the setting breaching confidentiality, to raise their concern with the manager, the deputy 
manager or the proprietors. Refer to Whistleblowing policy. 

 

RECORDS 

Confidential information and records about staff, parents and children must be held securely and only accessible 

and available to those who have a right or professional need to see them. 

BBDN is fully aware of their responsibility under the data protection (DPA) 1998 and the Freedom of 
Information Act 2000 in relation to Confidentiality and the collecting and sharing of information.  

We keep two types of records on children attending our setting: 

Developmental records  

 Parents have access to their child’s developmental records at any time by using their Eylog app or by 
prior appointment to discuss their child’s development and twice per year at parent’s evenings. 

Personal records  



 These include registration and admission forms, signed consents, medical information and 
correspondence concerning the child or family, reports or minutes from meetings concerning the child 
from other agencies 

 These include registration and admission forms, signed consents, medical information and 
correspondence concerning the child or family, reports or minutes from meetings concerning the child 
from other agencies 

 All must be kept for at least five years 

 

INFORMATION SHARING 

“BBDN & Pre-school” will share information on a need to know basis with consent where appropriate and when, 
possible.  

The safety and the welfare of the child or young person must be the first consideration when making decisions 
about sharing information. Information may be shared without consent if, in your judgement that a child may 
be at risk of significant harm or an adult may be a risk of serious harm. 

Any information shared with any other agencies regarding an individual child will be documented and placed 
within the child’s personal file in the office. The information shared will be on a need to know basis.  

“BBDN & Pre-school” is Data protection registered with the Information Commissioners Office (ICO) due to 
“BBDN & Pre-school” having CCTV, taking photographs/ images and storing personal data on children, Parents 
and staff. 

 

Links to other policies & procedures 
Child Protection 
Inclusion 
Trial Reports, Supervisions and Appraisals 
Induction 
Recording of information 
Partnership with Parents 
Disciplinary  
Grievance  
Whistle blowing 
Behaviour Management  
Settling in  
Admissions  

 Medication 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

15/08/2019 Kerry Mitchell 15/08/2020 

 

ARRIVALS & DEPARTURES 

 

INTRODUCTION 

Bright Beginnings Day Nursery will keep a record of all arrival and departures of all staff and children, to ensure 

the premises are safe and secure at all times, by doing this it will ensure that children leaving the building are 

in the care of individuals named by the parent and prevent intruders in the premises. 

These records will be used to ensure appropriate fees are charged to parents, ensure compliance with 

Safeguarding Children Policy, ensure that staff numbers meet ratio requirements and ensure compliance with 

Health and Safety, Fire safety regulations. 

 



POLICY  

 It is important for all children and staff that attend the nursery each day, that records are kept for 

both times of arriving and departing the nursery. 

 Parents must inform the nursery as soon as possible if a child is unable to attend and the reasons for 

non-attendance. 

 The nursery Manager must ensure that parents are contacted, if a child does not attend, were there 

has been no prior notification. Records of contact must be maintained. 

 All staff and children must be signed into and out of the nursery. 

 The nursery will not release a child to anyone other than the known parent unless an agreement has 

been made at the time of arrival.  

 In the case of any emergency such as a parent being delayed and arranging for a designated adult to 

collect a child, the parent should inform the designated person of the agreed procedure and contact 

the nursery about the arrangements as soon as possible.  

 If in any doubt the nursery will check the person’s identity by ringing the child’s parent or their 

emergency contact number (please refer to the late collection policy). 

       ADULTS ARRIVING UNDER THE INFLUENCE OF ALCOHOL OR DRUGS 

 Please refer to the alcohol and substance misuse policy.  

 

ARRIVAL & DEPARTURE RECORD 

BBDN has implemented a form called the Daily Arrival & Departure that is prepared each week from 

the bookings register and staff rota, which is placed in each room the children are based in at starting 

and finishing times. 

 The Daily Arrival & Departure Record is separate from "Visitors Book" that is for visitors to sign near 

the entrance to the nursery. 

 Parents/carers are required to sign their children in and out of the nursery, completing the times they 

arrive and depart on the "Daily Arrival & Departure". 

 The team leader responsible for each group, i.e. Pooh Bears, Rabbitz, Kangas, Piglets & Tigger’s are 

accountable for ensuring that this standard is maintained. 

 A separate bookings sheet is maintained of all children that is completed in the morning at 9:30am 

and in the afternoon 1:30pm by the team leader or senior nursery nurse for each group. This "Nursery 

Bookings Register" is updated when children arrive later than the times listed above. 

 

STAFF 

 Staff on arrival sign into the "Daily Arrival & Departure" as well as completing Staff Time sheets for 

payroll purposes. 

 Health & Safety Application: 

 The "Daily Arrival & Departure" is to be taken as the "FIRE HEAD COUNT DOCUMENT" in the event of 

evacuation due to fire etc. 

 These records have benefits for knowing all children and staff in the building should other 

emergencies arise, thus conforming with other monitoring procedures. 

 These records are stored in a ring binder each week and kept for reference, assessment and are to be 

held for the statutory periods required in law.  

 If the parent requests the child is given medicine during the day the staff member must ensure that 

the medication procedure is followed. 

 If the child is to be collected by someone who is not the parent at the end of the session, there is an 

agreed procedure that must be followed to identify the authorised person to collect the child. The 

authorised person collecting the child MUST be named on the Enrolment form. The member of staff 

taking the information MUST ask the parent for the authorised persons: Full name and inform the 

parent that the authorised person must bring Photo identification and a password. 



 Parents are informed about these arrangements and reminded about them regularly  

 The child’s key person or other nominated staff member must plan the departure of the child. This 

should include opportunities to discuss the child’s day with the parent, e.g. meals, sleep time, 

activities, interests, progress and friendships.  

 The parent should be told about any accidents or incidents and the appropriate records must be 

signed by the parent before departure.  

 Where applicable, all medicines should be recovered from the medicine box/fridge after the parent 

has arrived and handed to him/her personally. The medication policy is to be followed regarding 

parental signature.  

A8 – MANAGER’S DAY REPORT  

 The Nursery Manager will complete the electronic Manager's Day Report and Communication Sheet" 

at 10:00am and 2:00pm each day.  

 This form confirms the number of children and staff attending nursery each day and provides the 

manager with the information required to ensure staff ratios are maintained within the setting. 

 On completion of this form the Manager must contact the parents of all children who have not 

arrived at nursery to confirm the reason for none-attendance, if prior notification has not been 

provided by parents (see Safeguarding Children Policy). 

 The ""A12 - Communication Sheet" allows for the appropriate management of medication, 

authorisation of "others", to collect a child and any other information passed on by parents. 

Arrivals and departures of visitors 

 For arrivals and departures of visitors the nursery requires appropriate records to be completed on 

entry and exit e.g. in the visitors’ book. Please refer to supervision of visitor’s policy for further 

information.  

This policy was adopted on Signed on behalf of the nursery Date for review 

31 August 2019 Angie Ash 31 August 2020 

 


