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Confidentiality Policy

Information recorded will be kept with the utmost confidentiality with only the required members of staff aware of the situation. The information will be shared on a need to know basis.
The information will be kept in the Manager’s office in a confidential file created specifically for that child and will be stored in line with the Confidentiality Policy. Please refer to the Data Protection Policy. 
Those with parental responsibility must request, in writing, to the nursery should they require access to their children’s file.
We advise staff that, when working with children, they should always have the door open if alone or remain in view of another member of staff. We also advise staff to notify one other when they are taking a child out of the room.

All incidents occurring in our nursery are logged on relevant paper based documents. These reports will be made available to Ofsted and/or other agencies only when we are legally bound to do so.

All internal investigations are to be kept confidential by all relevant parties. Failure to abide will result in the potential termination of employment contract. 
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