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Confidentiality Policy
At Sandwick Nursery we recognise that we hold sensitive/confidential information about children and their families and the staff we employ. This information is used to meet children’s needs, for registers, and emergency contacts. We store all records in locked cabinets in line with data protection registration and any information shared with the staff team is done on a ‘need to know’ basis and treated in confidence.
We aim to ensure that parents and carers can confidently share information with nursery staff by:
1. Any information regarding your child or your family, which we observe, or which is given to us either verbally or in writing, will be treated as confidential.
1. Storing all personal information on children, parents/carers and staff in a locked filing cabinet which only authorised people have access to.
1. Ensuring staff, volunteer and student inductions include the importance of confidentiality and that information about children, their families or staff members is not shared outside of the nursery other than with professionals directly involved with a child.
1. Parents have access to the records of their own children but not those of any other child. 
1. All staff, students and volunteers will familiarise themselves with and follow the Shetland Islands Council social media policy available on INTERACT.
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