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Riccall Community Primary Community Primary School
Confidentiality Policy

Aims:
To protect the child at all times; to give all staff and Governors clear, unambiguous guidance as
to their legal and professional duties and obligations; to ensure good practice throughout the
school which is understood by pupils, parents/carers and staff and Governors and to protect
the staff and other adults in school.

Rationale:
The school is in a position of trust by all stakeholders and there is a general expectation that a
professional approach will be used in all matters of confidentiality.

Objectives:
1. To foster an ethos of trust within the school
2. To ensure that Governors, staff, parents, volunteers and pupils are aware of the school’s
confidentiality policy and procedures.
3. To reassure pupils that their best interests will be maintained.
4. To ensure that pupils and parents/carers know that school staff cannot offer unconditional
confidentiality.
5. To ensure that confidentiality is a whole school issue and that in lessons, ground rules are
set for the protection of all.
6. To ensure that parents have a right of access to any records the school may hold on their
child on written request. However, this does not extend to any other child for whom they do not
have parental responsibility.
7. To ensure child protection procedures are in place and followed.
8. To ensure that the school complies with the Data Protection Act 1998.

GUIDELINES

Whole school:
1. All information about individual children is private and should only be shared with staff that
have a need to know.
2. All social services, medical and personal information about a child should be held in a safe
and secure place, which cannot be accessed by individuals other than school staff. However,
parents should be aware that information about their child will be shared with the receiving
school when they change school.
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3. All requests for personal information should be recorded in the Disclosure Log held in the
office.
4. All parents and staff must be issued with a Privacy Notice – Data Protection Act 1998.

Pupils:
Confidentiality is a whole school issue. Clear ground rules must be set for any classroom work,
such as circle time and other PHSEE (Personal, Social, Health and 2 Economic Education)
sessions dealing with sensitive issues such as sex and relationships and drugs.
Even when sensitive information appears to be widely known, it should not be assumed by
those immediately involved that it is appropriate to discuss or share this information further.

Governors:
Governors need to be mindful that from time to time, issues are discussed or brought to their
attention about staff and children. All such papers should be marked as confidential and
should be copied onto different coloured paper. These confidential papers should be
destroyed. Governors must observe complete confidentiality in relation to matters concerning
individual staff, pupils or parents. Although decisions reached at Governors’ meetings are
normally made public through the minutes or otherwise, the discussions on which decisions
are based should be regarded as confidential. Governors should exercise the highest degree
of prudence when discussion of potentially contentious issues arises outside the governing
body.

Health professionals:
Health professionals have their own code of practice dealing with confidentiality. Staff should
be aware of children with medical needs and the class information should be accessible to
staff who need that information, but not on general view to other parents/carers and children.
All personal information about children including social services records should be regarded as
confidential.
Information regarding health reports such as speech therapy, medical reports, SEND reports,
SEND minutes of meeting and social services minutes of meeting and reports will be circulated
in envelopes and once read, should be returned for secure filing. Logs of administration of
medication to children should be kept secure.
In all other notes, briefing sheets etc a child should not be able to be identified.

Respect for the Individual:
The school continues to actively promote a positive ethos and respect for the individual:
a) There are policies and clear guidelines for procedures on Child Protection, Equalities
Scheme, Whistle Blowing, Sex and Relationship Education, PHSEE, Inclusion, Data Protection
and Freedom of Information.

b) Any intolerance about gender, faith, race, culture or sexuality is unacceptable and should
follow the schools discipline policy and anti-bullying policy.
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c) Information collected for one purpose, should not be used for another.

Staff:
School staff (including non-teaching and voluntary staff) should not promise confidentiality. The
general rule is that staff should make clear that there are limits to confidentiality, at the
beginning of the conversation. These limits relate to ensuring children’s safety and well being.
The pupil will be informed when a confidence has to be broken for this reason.
School staff are not obliged to break confidentiality, except where child protection is or may be
an issue. However, we believe it is important that staff are able to share their concerns about
pupils with colleagues in a professional and supportive way, on a need to know basis, to
ensure that the staff receive the guidance and support they need and the pupils’ safety and
well being is being maintained. Staff should share their issues and concerns only with a line
manager or member of the school staff, whilst maintaining professionalism at all times.

Parents:
The school prides itself on good communication with parents and carers and our staff are
always available to talk to both children and parents/carers about issues that are causing
concern. The school encourages children to talk to parents/carers about issues causing them
concern.
Parents/carers and children need to be aware that the school cannot guarantee total
confidentiality and the school has a duty to report child protection issues.
Information about children will be shared with parents but only about their child. Parents
should not have access to any other child’s book, marks and progress grades at any time
especially at parents evening.

CONFIDENTIALITY GUIDELINES

When confidentiality is broken, the following guidelines must be used:
Ensure time and place are appropriate; when they are not, we reassure the child that we
understand their need to discuss something very important which warrants time, privacy and
space.
Tell the child we cannot guarantee confidentiality if we think:
They may hurt themselves.
They may hurt someone else.
Or they tell us that someone is hurting others.
We must not interrogate the child or ask leading questions.
We will not put children in a position of repeating distressing matters to several people.
We will tell pupils before any confidential information is shared and give reasons for this.
We will encourage pupils to confide in their parents/carers.
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Email and Mobile phones:
For their own security, staff are only to use school email addresses when contacting
other professionals, including staff and parents.
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They are encouraged not to use their personal mobile phone to contact parents. The
school has a separate mobile phone for use on trips and in case of an emergency.
Facebook, Twitter and other social networking sites:

Social networking sites are not to be used within the school. This is both on school computers
and personal mobile phones.
All members of Riccall Community Primary Community Primary School staff (including
non-teaching and voluntary staff) are not to make judgemental comments about the school
or school staff in these public domains. Equally, the confidentiality of pupils in classes must be
maintained. Should a member of staff believe that they have found evidence to suggest that
this has happened, they have duty to report this to the Headteacher.
The school encourages the security settings on such social networking sites to be set to the
highest level.
It is good practise to not have current or former pupils of the school that you are currently
working in as ‘friends’ upon these sites. This may be particularly difficult for staff members who
live in the local area.

Any breach of the above will involve investigation and possible disciplinary action.

Monitoring and Evaluation:

1. This policy will be reviewed as part of the schools monitoring cycle.

2. The PHSEE scheme of work, Sex and Relationship Policy and Drug Policy will enable
identified opportunities to deliver aspects of this policy in specified year groups.

3. The Headteacher has responsibility for monitoring this policy.

Conclusion:
Riccall Community Primary Community Primary School has a duty of care and responsibility
towards pupils, parents/carers and staff. It also needs to work with a range of outside agencies
and share information on a professional basis. The care and safety of the individual is the key
issue behind this document. This policy has been distributed to teaching and non-teaching
staff, volunteers and governors. All new staff, including volunteers, will receive a copy of the
policy.

Reviewed: December 2021

Next review: December 2024
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