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Inchlair Early Learning & Childcare Centre
Confidentiality Policy

August 2026
Philosophy
All staff within Inchlair Early Learning & Childcare Centre have a duty of confidentiality to the services users and employers.

This policy should be always adhered to and in line with Falkirk Council Confidentiality Policy.

Principle 
· Unauthorised disclosure of any information will be regarded as a serious matter and will result in disciplinary procedures. 
· Safeguarding and Child Protection Policies and Procedures are adhered to at all times.
· Staff will ensure that they respect the privacy of others and that information within the workplace is shared only with relevant people e.g. senior staff, team members and other professionals if deemed appropriate. 
· Staff have a responsibility to respect restricted information and maintain a loyalty to Falkirk Council Children’s Services and their employees.
· Whilst positive relationships between families and nursery staff is important confidentiality is maintained at all times.
Procedure
· Staff whilst being supportive will ensure their relationship with service users remains on a professional level at all times; e.g. Social Network sites, as discussed at staff induction.  There is an expectation that there will be no contact out with working hours that is of a personal nature if this may be seen to jeopardise the professional relationship. Staff have a duty to inform their relevant line manager if a service user is known to them on a personal basis.
· No personal details of any service user or employee (e.g. placement details, home address, other agencies involved etc.) will be disclosed to any person without authorisation of a senior member of staff.
· Staff who have a responsibility for student placements will ensure that students are fully aware of the rules of confidentiality and will share the minimum information required. This is also covered in student induction.
· Any information regarding safety or poor practice should in the first instance be dealt with by relevant line manager or if appropriate through the Complaints Procedure or Whistle Blowing Policy.
· There is a duty of care on professionals to assist with enquiries being made in respect of a child protection investigation by the sharing of information with relevant agencies.
· Staff are aware of children not allowed on social media.
· Any information retrieved for monitoring, evaluation or research purposes is anonymous to ensure that the identity of the child is not disclosed.
· All agencies, including voluntary organisations will work together in helping to protect children is highlighted in all childcare legislation.
· Professionals may be in the possession of information relating to a third party that is of direct relevance to child protection (e.g. violent behaviour, information about known/alleged perpetrators.)   Disclosure of information is justified in relation to Child Protection.
· The nursery must ensure that the keeping and disposal of records conform to the requirements of the General Data Protection Regulations as updated in 2018. (Chronology/PPR)
Resources
· Staff/ Students/ Service Users
· Falkirk Council Confidentiality Reporting Policy
· Induction Pack
· Information Brochure 
· Admission forms
· IAF Forms
· Whistle Blowing Policy
Monitoring
Ensuring all staff are adhering to both nursery and Falkirk Council Confidentiality Policies.

This policy will be reviewed every year and in line with Falkirk Council Policy and Procedures.
Reviewed by: - Adele Hamilton
Next Review Due: August 2027
	
	
	

	
	

	
	

	
	

	
	
	
	



Page 3 of 3

[image: image2.wmf]_991123365.doc
[image: image1.png]





�












