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Aim 

To protect the child at all times giving all staff clear, unambiguous guidance as to their legal 

and professional roles; ensuring good practice throughout the school that is understood by 

pupils, parents/carers and staff. 

 

At St Blaise we aim to: 

 Foster an ethos of trust within the school 

 Ensure confidentiality is a whole school issue 

 Ensure child protection procedures are followed 

 Ensure there is equality of care and access for all 

 Provide consistent messages about handling sensitive information 

 Reassure pupils their best interests will be maintained 

 Encourage children to talk to their parents and carers 

 Ensure pupils know their worries and concerns will be listened to. 

 

Introduction 

At St Blaise Primary School we seek to put the child at the heart of the learning process and 

to provide a safe and secure learning environment. We seek to develop creative and 

positive ways for the child’s voice to be heard whilst recognising the responsibility to use, 

hold and safeguard information received. The care and safety of the individual is the driver 

behind this document. 

 

We recognise:  

 Our duty of care and responsibility towards pupils, parents/carers and staff.  

 Our responsibility to work with a range of outside agencies and share information 

on a professional basis.  

 Sharing information unnecessarily is an erosion of trust.  

 

Pupils, parents, carers and staff will be regularly informed and reminded: 

 Of the school’s confidentiality policy and procedures. 

 School staff cannot offer unconditional confidentiality. 

 Health professionals are bound by a different code of conduct. 

 Parents have a right of access to any records the school may hold on their child, but 

not for any other child for whom that they do not have parental responsibility. 

 

School Protocols  

1. All staff, volunteers, students and visitors should be aware of their privileged situation 

being in the company of children. Children will naturally talk about all sorts of things to 

adults and to their peers. All talk of a personal nature should be regarded as 

confidential and not reported or discussed unnecessarily. Adults who live and work in 

school community should be particularly mindful of ‘idle chatter’. 

2. All information about individual children is private and confidential, and will only be 

shared with staff who have a need to know. Access to all or some information by staff 

will be given careful consideration.   
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3. All social services, medical and personal information about a child will be held in a safe 

and secure place that cannot be accessed by individuals other than school staff. 

Digitally held information will be held on a separate, secure drive.  

4. Health professionals have their own code of practice dealing with confidentiality. Staff 

should be aware of children with medical needs and the class information sheet should 

be accessible to staff who need that information but not on general view to other 

parents/carers and children. 

5. 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. 

6. Logs of administration of medication to children should be kept secure and each child 

should have their own individual log. 

7. 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. 

8. 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. 

9. Confidentiality is a whole school issue: clear ground rules will be set for any classroom 

work such as Circle Time and other PHSE sessions dealing with sensitive issues such as 

sex and relationship and drugs.  

10. Staff are aware that Sex and Relationships Education, which brings an understanding of 

what is and is not acceptable in a relationship, may lead to disclosure and become a 

child protection issue. 

 

Safeguarding 

 The school has three designated safeguarding lead teachers who receive regular 

training; one will always be the head teacher. Currently designated staff are Ruth 

Leach, Karen Green and Clare Kirkham. 

 All staff receive regular training on child protection issues. 

 There is clear guidance for the handling of child protection issues (see Safeguarding 

and Child Protection Policy). 

 

Inclusion 

All children have a right to the same level of confidentiality irrespective of gender, race, 

religion, medical concerns and special educational needs. Data is generated in schools 

by these categories but individual children should not be able to be identified.  Rigorous 

monitoring of cultural, gender and special educational needs takes place. Any 

intolerance about gender, faith, race, culture or sexuality is unacceptable.  

 

Confidentiality - staffing 

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

unless: 

 It impinges on their terms of contract  

 It endangers pupils or other members of staff  

 There is a legal obligation to disclose such information  
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 Despite the duty of confidence, the staff member’s interest or the wider public 

interest justifies disclosure. 

 

There is clear guidance for procedures if a member of staff is accused of abuse set out in 

the Whistleblowing Policy and allegations against staff policy. 

 

Confidentiality between staff 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. This can result in enormous stress for 

the child, which impacts on their education and health. Some pupils may feel that they can 

turn to teachers and other staff members for support and we want to be as helpful as we 

can whilst recognising that there may be some potential difficulties in being supportive. 

 

All staff should adhere to the following: 

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

professional boundaries. 

 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 informed if there is a child protection issue where the pupil, or 

others, are likely to be at risk of significant harm. Staff are under a duty to inform 

the school’s Headteacher or other designated safeguarding lead (DSL) who may 

have to involve other agencies, such as the LA’s Child Protection Liaison Officer. It 

is important staff members deal with issues sensitively and explain to pupils they 

must inform the appropriate people who can help the child, but that they will only 

tell those who need to know in order to help. 

 In all cases where staff feel they have to break confidentiality with a pupil, they 

will inform them (N.B. unless there is a good reason not to do so; e.g. risk of harm); 

giving reassurance their best interests will be maintained. 

 In talking with pupils, encourage them to talk to parents/carers about the issue 

that may be troubling them; support in doing this should be offered where 

appropriate. 

 

Partnership with Parents 

 The school prides itself on good communication with parents and carers: staff are 

always available to talk to both children and parents/carers about issues causing 

concern. The school encourages children to talk to parents/carers about issues 

causing them concern and may in some cases support children to talk to their 

parents.  

 Staff will consult the Safeguarding and Child Protection Policy on sharing child 

protection disclosures. 

 We recognise that sometimes there may be family issues that may affect a pupil 

and which the family will only disclose to us if they can be sure the information will 

be treated confidentially. In these situations we will respect the wishes of the 

family. Where it is felt necessary to share the information given to us this will be 
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discussed with the parents/carers, unless a pupil is considered to be at immediate 

risk and /or there is an overriding child protection 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. 

 Parents/carers and children should feel reassured that only in exceptional 

circumstances confidentiality will be broken. 

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

Parents will not have access to any other child’s books, marks and progress grades 

at any time and especially at parents’ evening. However, parents should be aware 

information about their child will be shared with any receiving school when pupils 

change school.  

 Parents/carers are asked for permission for photographs of their children to be 

used in the press, or the school website and during public school events. 

 

Volunteer Helpers 

 All Volunteer Helpers attend an induction meeting with the Head where 

confidentiality is discussed. Volunteers are asked to agree and sign a 

‘confidentiality statement’; a copy is retained by the school and a copy will be made 

for the volunteer.  

 We recognise that there are occasions when pupils are worried about something 

and feel they can turn to volunteers for support. Volunteers are reminded they are 

not in a position to receive confidential information from pupils and they should 

direct children turn to a staff member for help. Subsequently Volunteers must 

inform a Safeguarding Lead member of staff.   

 

Students 

Students will be supervised at all times, as they do not have DSB checks.  Students will have 

an induction meeting with the Head teacher before commencing work.  The Confidentiality 

Statement will be discussed and signed.  A copy will be retained by the school and a copy 

made for the student. 

 

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 and Governors must observe 

complete confidentiality when asked to do so by the Governing Board, 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 discussions of 

potentially contentious issues arise outside the governing body meetings. 
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Monitoring and Review 

 This policy is a working document, therefore it is open to change and restructure as 

and when appropriate to improve the quality, relevance and effectiveness of 

confidentiality. 

 Evaluation seeks to find out the effectiveness of the policy. The staff member 

responsible for Child Protection should ensure that evaluation results in changes to 

the procedures for confidentiality. 

 

Appendices 

Appendix 1 - Statement for parents and carers concerning confidentiality 

Appendix 2 - Statement for pupils concerning confidentiality  

Appendix 3 - Governor Confidentiality Agreement   

Appendix 4 - Confidentiality Agreement Voluntary Helper 

Appendix 5 - Confidentiality Agreement Student /  Work Experience  

     

 

      Relevant policies and documentation  

       This policy should be read in conjunction with these documents: 

 Safeguarding  and Child Protection Policy 

 Special Educational Needs Policy 

 Inclusion Policy 

 Sex and Relationships Education Policy 

 Drugs Education Policy 

 E-safety policy 

 Freedom of Information Act 2000 

 Complaints Procedure 

 Whistleblowing Policy 

 Allegations against staff Poplicy 
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Statement for parents and carers concerning confidentiality  

 

There is increasing national concern for the emotional health and well-being of young 

people growing up in today’s society. We recognise that parents and carers want to do all 

they can to support their child but even in the most supportive of relationships where there 

is excellent communication between parent/carer and child, there can be occasions when 

children are worried about something and feel that they cannot talk about it with you. This 

may result in enormous stress for your child, which can impact on their education, health 

and behaviour, unfortunately self-harm and even suicide in the most extreme cases. Whilst 

we recognise that parents and carers will naturally be disappointed if their child does not 

choose to talk about what is troubling them, we feel there could be even more distress if 

the pupil is unable to cope with the issue themselves. On this basis we have agreed the 

following: 

 

School staff 

Our staff will be supportive of pupils who approach them with concerns but will make clear 

they cannot offer confidentiality to the pupil on anything that involves an illegal activity or 

anything that is a potential a child protection issue where the pupil or others are likely to be 

at risk of significant harm. 

 

Designated Safeguarding Lead staff will liaise with parents/carers as appropriate in cases 

where a staff member has reported an issue over which they cannot offer confidentiality. 

Staff will support pupils to inform parents/carers about issues that are troubling them as 

appropriate. 

 

 

 

 

 

 

 

 

 

 

Appendix 1 
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Statement for pupils concerning confidentiality 

 

We understand that there may be times when there are things which may be worrying you 

but you can’t talk about them with your family. Teachers and other members of school staff 

will do all we can to help you but need to know the following: 

 

 If you really want to talk to someone confidentially, (without anyone else knowing 

what you have said) you can speak to any adult that you trust and know. This will 

most likely be your class teacher or your teaching assistant. The Headteacher is 

always happy to listen to you and hear your worries. 

 

 The teachers and other members of staff in the school will often be able to help you 

with many of the things that may be worrying you but they cannot promise to keep 

everything to themselves. For example if you tell them about some things like 

stealing, they will have to speak to the Headteacher who might then have to speak 

to your parents. 

 

 If the staff member feels that they have to tell someone else what you have talked 

about, they will normally tell you first and help you sort it out, perhaps helping you 

to speak to your parents/carers if you want this. 

 

 Very rarely there are things which you talk about that can be very dangerous for 

you or for other young people e.g. someone trying to harm you. The Staff member 

may have to tell someone else about what you have said, but they will normally tell 

you first and always help you to sort things out. 

 

 

 

 

 

 

 

 

 

 

 

 

  

Appendix 2 
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Governor Confidentiality Agreement 

 

First of all, thank you for volunteering to be a Governor at St Blaise. Your help and support 

in this role is greatly appreciated. In this role you are supporting the life of this school. This 

role carries certain responsibilities on your part including the requirement to be 

confidential about school matters. 

 

By signing this agreement, you agree to uphold St Blaise’s Confidentiality Policy. This means 

you will not share pupil / staff information with anyone other than those who are directly 

involved. 

 

Examples of confidential information are: 

 Information about staff and pupils. 

 Information about actions of the Governing Board that are not published in 

Governing Body minutes. 

 Information accessed by ‘privilege’ e.g. notices on staff notice-board. 

 Information about future school plans / actions than have not been disclosed to 

parents. 

………………………………………………………………………………………………………………………………………… 

 

I understand that I may have access to confidential information and that it is my 

responsibility to maintain the integrity of this information and to keep it private. I further 

understand that disclosure of confidential information may result in termination of my 

membership of the Governing Board. 

 

 

Name of Governor    Signature of Governor  

 

 

 

Name of Chair of Governors    Signature of Chair of Governors 

 

 

 

Date      Date 

St Blaise Church of England Primary School 

Achieving Together 

Appendix 3 



Confidentiality Policy 2017       10 

 

 

 

 

 

 

 

Confidentiality Agreement Voluntary Helper 

 

First of all, thank you for volunteering to be a helper at this school. Your help and support 

in this role is greatly appreciated. In this role you are supporting the life of this school. This 

role carries certain responsibilities on your part including the requirement to be 

confidential about school matters. 

 

By signing this agreement, you agree to uphold St Blaise’s Confidentiality Policy. This means 

you will not share pupil / staff information with anyone that breeches confidentiality. 

 

Examples of confidential information are: 

 Information about staff and pupils and events that occur in school. For example, a 

parent who knows you are a helper at the school may ask you how their child is 

getting on (e.g. academically / behaviour). To prevent any misunderstanding, it 

would be better to advise the parent to speak to the class teacher. 

 Information accessed by ‘privilege’ e.g. notices on staff notice-board / 

conversations. 

 

If you see something in school that concerns you, please discuss the matter with the 

Headteacher. 

………………………………………………………………………………………………………………………………………… 

 

 

I understand that I may have access to confidential information and that it is my 

responsibility to maintain the integrity of this information and to keep it private. I further 

understand that disclosure of confidential information may result in me no longer being 

required to be a volunteer helper. 

 

 

Name of volunteer    Signature of volunteer 

 

 

 

Name of class teacher     Signature of class teacher 

 

 

 

Date      Date 

St Blaise Church of England Primary School 

Achieving Together 

Appendix 4 
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Confidentiality Agreement Student / Work Experience 
 

Please read the school’s Confidentiality Policy. 

 

This work placement / experience carries certain responsibilities on your part including the 

requirement to be confidential about school matters. 

 

By signing this agreement, you agree to uphold St. Blaise Church of England Primary 

School’s Confidentiality Policy. This means you will not share pupil / staff information with 

anyone that breeches confidentiality. 

 

Examples of confidential information are: 

 Information about staff, pupils and events that occur in school. 

 Information accessed by ‘privilege’ e.g. notices on staff notice-board / 

conversations. 

 

If you see something in school that concerns you, please discuss the matter with the 

Headteacher. 

 

You must never use information about individual children outside the school without school 

and parental permission (photographs/ names). 

………………………………………………………………………………………………………………………………………….. 

 

I understand that I may have access to confidential information and that it is my 

responsibility to maintain the integrity of this information and to keep it private. I further 

understand that disclosure of confidential information may result in me no longer being 

required to be a volunteer helper on work experience. 

 

Name of student    Signature of student 

 

 

 

Name of school representative    Signature of school representative 

 

 

 

Date      Date 

St Blaise Church of England Primary School 

Achieving Together 

Appendix 5 
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