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Malmesbury Park Primary School  

Confidentiality Policy 

(Adopted May 2017 – Review May 2020) 

 
Applies to: All staff Pages: 5 Ref:001 

Written by: Jackie Green  Issue Number:2 Date: May 2017 

Approved by: Resources 

Committee of Local Governing Body 

  

 
School aims and values which guide this policy: 

 We work together to make learning purposeful and rewarding  

 Learners will develop independence to achieve their full potential 

 We are a caring community that promotes respect for self, others and our environment 

 We create a supportive learning environment that develops confidence 

 

Terms: 

DSL – Designated Safeguarding Lead 

SEN – Special Educational Needs 

 

Principle 

A clear and explicit confidentiality policy ensures good practice throughout the school which staff, (including 

staff from external agencies) and parents/carers can easily understand.  

 

Aim: 

 To ensure that all members of staff working on the school site are clear about the levels of confidentiality 

that they can offer to the school community and expect themselves.   

 For everyone to understand the varying levels of confidentiality which might be offered in different 

circumstances.   

 

All school staff members: confidentiality and pupils 

 We recognise that there are occasions when pupils are worried about something and feel that they cannot 

talk about it to their parents/carers.   

 When talking with pupils, it is important for you to be aware of maintaining your professional boundaries.  

Whilst being supportive where you can, distancing techniques should be used when appropriate and pupils 

encouraged or supported to access the confidential services offered on the school site. 

 You must be clear to pupils that you cannot offer unconditional confidentiality when a pupil first begins to 

talk about something where confidentiality may become an issue. 

 Pupils should be warned that if there is a child protection/safeguarding issue where the pupil, or others, 

are likely to be at risk of significant harm you are under a duty to inform the school’s Designated 

Safeguarding Lead (DSL) who may have to involve other agencies.  

 In all cases where you have to break confidentiality with a pupil you must inform the pupil and reassure 

them that their best interests will be maintained. 

 In talking with pupils, you need to encourage them to talk to their parents/carers about the issue that may 

be troubling them and support in doing this should be offered where appropriate. (See Child Protection 

Policy) 

 Pupils should be made aware of the specialist confidential services that may be made available in school e.g. 

school nurse, Emotional Literacy Assistant, Educational Psychologist, Counsellor, Social Worker etc. 

 

The school nurse and school based health service: confidentiality and pupils 
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The requirement to offer a confidential service is within the professional Code of Practice for school nurses 

and other health service staff.   Health professionals like everyone else, must inform appropriate services if 

they become aware of a child protection/safeguarding issue in discussions with a young person. 

 

Adult helpers/mentors: confidentiality and pupils 

 If a pupil discloses either any form of abuse or anything else that would be a threat to their safety the 

Designated Safeguarding Lead must be informed.  

 If a child is about to disclose this sort of information, the adult must tell them that this will be shared 

with either the Deputy Headteacher or Headteacher. 

 

Parents and Families: confidentiality and information about parents/carers and families 

We recognise that sometimes there may be family issues which might affect a pupil and which the family will 

only disclose to us if they can be sure the information will be treated confidentially.  We will respect the 

wishes of the family and where it is felt necessary to share the information given to us, this will be discussed 

with the parents/carers first unless a pupil is considered to be at immediate risk and/or there is an overriding 

child protection/safeguarding concern. 

 

Staff: confidentiality and information about staff  

All staff can normally expect that their personal situations and health will remain confidential unless: 

 they impinge on their terms of contract or 

 they endanger pupils or other members of staff or 

 there is a legal obligation to disclose such information or 

 it is necessary for legal proceedings or 

 despite the duty of confidentiality, the staff member’s interest or the wider public interest justifies 

disclosure. 

 

Linked policies: Anti- Bullying, Child Protection, Health and Safety and PSHE. 
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APPENDIX A 

 

CONFIDENTIALITY AGREEMENT FOR VISITORS OF  

MALMESBURY PARK PRIMARY SCHOOL 

 

 

 

This is an agreement between the Governing Body and everyone who works in school either in 

a paid or a voluntary capacity. 

 

I understand that in the course of my work in school, I may be party to personal information 

regarding pupils, parents and staff that is of a confidential nature. 

I agree not to use any such information outside the school context.  

I agree to share relevant information with other agencies in situations of child protection. 

 

 

Name of member of staff/volunteer/governor: ……………………………………………………... 

 

Signature of member of staff/volunteer worker/governor:…………………………………………. 

 

Date: ………………………………………………………… 

 

Signed by: ………………………………………………….. 

 

On behalf of the Governing Body 

 

Those working in school either paid or voluntarily will be asked to sign the agreement every 

September. 
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APPENDIX B 

Malmesbury Park Primary School 

Confidentiality Policy Guidelines 

 

 
 

 

1. All information about individual children is private and should only be shared with those 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. 

 

3. All children have a right to the same level of confidentiality irrespective of gender, race, religion, medical 

concerns and special educational needs. A lot of data is generated in schools by these categories but individual 

children should not be able to be identified. 

 

4. Confidentiality is a whole school issue. Clear ground rules must be set for any classroom work such as circle 

time and other PHSE session dealing with sensitive issues such as sex and relationships, drugs and internet 

safety. 

 

5. All children, parents, staff members and governors must enjoy privacy from gossip. All matters are dealt 

with according to the school’s procedures and out of the eye of the wider community.  

 

It is important that:- 

 

 Staff do not discuss details of individual cases arising in staff meetings to any person without direct 

professional connection to and interest in the welfare and education of the individual concerned. 

 No member of staff discusses an individual child’s behaviour in the presence of another child in school. 

 Staff do not enter into detailed discussion about a child’s behaviour with other children or their parents. 

 Governors, in particular those sitting on Discipline Committees, do not divulge details about individuals (be 

they staff, families or individual children) to any person outside of the meeting. 

 Parents in school, working as volunteers do not report cases of poor behaviour or pupil discipline to other 

parents in the school. This allows teachers to deal with such matters in line with school policy. 

 At full Governing Body meetings matters such as pupil exclusion, personnel issues and personal details of 

any member of the school community will be dealt with in the appropriate committee as confidential. This 

is not for the knowledge of persons outside the Governing Body meeting. Minutes are minuted separately 

and are not published. 

 Staff performance management will be carried out privately. Targets for individuals, named lesson 

observation sheets and other performance data will be in the Head Teachers office and electronic 

records will only be available from their computers. 

 Matters of Child Protection are made known to staff on a need to know basis. 

 It is important that class teachers and support staff are aware of some confidential matters in order to 

support individuals. These staff will respect the sensitivity of such cases and not divulge information to 

people unconnected professionally with the individual concerned. 

 When volunteers, such as parents and friends of the school are working in classes, they do not discuss 

educational matters outside the classroom, for example the specific use of teaching assistant time for 

particular pupils or groups of pupils, teaching assistants have different roles within a class, including the 

support of children with special educational needs, the provision and work with these children is for the 

teacher to discuss with the relevant parents or carers. 

 Volunteers, students and supply teachers are asked to read this policy before working in school. 
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6. Staff should be aware of children with medical needs. This information should be accessible to staff who 

need it but not on general view to other parents/carers and children. 

 

7. Photographs of children should not be used without parents/carers permission especially in the press and 

internet. This is often a cultural issue of which the school needs to be aware. At no time should the child’s name 

be used with a photograph so that they can be identified. The school gives clear guidance to parents about the 

use of cameras and videos during public school events. 

 

8. Information about children will be shared with parents but only about their child. However parents should be 

aware that information about their child will be shared with the receiving school when they change school. 

 

9. All personal information about children including social services records should be regarded as confidential. 

It should be clearly understood by those who have access to it, and whether those concerned have access to all, 

or only some of the information. 

 

 Information regarding health reports such as speech therapy, medical reports, SEN reports, SEN minutes 

of meetings and social services minutes of meetings 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. 

 Addresses and telephone numbers of parents and children will not be passed on except in exceptional 

circumstances or to a receiving school. 

 

10. 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. These confidential papers should be collected and destroyed. 

Governors must observe complete confidentiality when asked to do so by the governing body, especially 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. 

 

 

 

 

 

 

 

 

 

 


