
 

Sir John Offley CE (VC) Primary School 

Confidentiality policy 

‘Everyone matters, every day counts’ 

It is the intention of Sir John Offley CE (VC) Primary School to respect the privacy of 

staff, children, their parents and carers, whilst ensuring that all children access a high 

quality education.   We pride ourselves on our caring and nurturing ethos which enables 

all children to feel safe at school. 

Aims:  We aim to ensure all members of staff are clear about the levels of 

confidentiality within the school and how these might be offered in different 

circumstances.  We appreciate that sharing confidential information unnecessarily is an 

erosion of trust.  We are mindful that we are placed in a position of trust by all 

stakeholders and it is expected that professionalism will be used in all matters of 

confidentiality. 

Objectives:   

 To ensure that all parents and carers can share their information in the 

confidence that it will only be used to enhance the welfare of their children.   

 To foster an ethos of trust within the school. 

 To reassure pupils that there best interests will be maintained. 

  To ensure that children are able to share information with members of staff in 

confidence. 

 

Why the policy was developed:   

This policy was developed to ensure good practice throughout the school which staff, 

(including external agencies), Governors, parents and pupils understand and can easily 

access.  It is important that as a school we have a comprehensive confidentiality policy 

which gives clarity to parents, pupils and staff in accordance with Government 

guidelines.  The policy has been drafted and shared with staff and forwarded to 

governors for approval.  The policy applies to:   

● All teaching and non-teaching staff employed by the school – the policy is included in 

the induction booklet and shared with new members of staff and students  

● All members of the Governing Body   

● All visiting staff working with young children on the school site during the school day 



● Depending on their contractual agreements, staff from external agencies delivering 

services on the school site, e.g. youth services voluntary organisations and medical 

services   

Confidentiality and pupils - All school staff members:   

We recognise that there are many occasions in which children feel worried and may 

feel they are unable to talk to their parents/carers about a problem.   

This can result in stress for the child which, then impacts on their health and 

education.  Staff provide a nurturing environment and put forward children for nurture 

or positive play, in which children can spend time with an adult to discuss any problems 

or worries they may have.  However we recognise that there may be potential 

difficulties in being supportive.    

When talking to children we realise that we make it clear that we cannot offer 

unconditional confidentiality when a child first begins to talk about something where 

confidentiality may cause an issue.  We encourage children to talk to their 

parents/carers according to the situation about their problem, and support in doing 

this will be offered.  If a child confides in a member of staff and there is any suspicion 

of a child protection issue, the Head teacher (nominated Designated Safeguarding 

Lead) should be informed immediately as other agencies may need to be involved.  In 

the absence of the Headteacher, the Assistant Headteacher (who the Deputy DSL) 

should be informed. Further detailed information of these procedures can be found in 

the Safeguarding Policy.  Should this situation arise, it must be dealt with it sensitively 

explaining to the child that there may be a need to inform appropriate people who can 

help them, but only those who need to know in order to help would be told.  A record of 

any discloses should be recorded and filed in the safety concerns folder.   

Confidentiality is not offered to children on issues that involve illegal activities, e.g. 

arson, drug taking/trafficking.  If this is raised in conversation, the child must be 

warned that confidentiality cannot be guaranteed.  In all cases where confidentiality 

may need to be broken, we must inform the child and reassure them that their best 

interests will be maintained.     

Confidentiality and pupils - The school nurse and school based health services:     

School visitors within health services have their own confidentiality policy to follow.  

However, health professionals, like all staff, must inform the DSL if a child protection 

issue is raised in a discussion with a child.    

 



Confidentiality and information about parents and families: 

We recognise that there may be family issues which might affect a child and will only 

be disclosed if the parents feel safe that the information will be treated in confidence.  

The wishes of the family will be respected and if we feel it necessary to share the 

information, the parents will be contacted unless the child is believed to be in 

immediate risk or there is a child protection issue.  Parents can have access to the files 

and records of their own children but do not have access to information about any 

other child.  Personal information about children, families and staff is kept securely in 

a lockable file whilst remaining as accessible as possible.    

Confidentiality and information about staff and governors:   

All staff and governors can normally expect their personal situations and health to 

remain confidential unless   

● It endangers children or other members of staff  

● There is a legal obligation to disclose such information  

● It impinges on their terms and conditions  

● It is necessary for legal proceedings   

All staff and governors as part of their Code of Conduct are expected to maintain the 

confidentiality of any necessary discussions regarding individual adults or children 

unless or until such times as the details of those discussions are agreed and made 

public (for example, as in the minutes of meetings.)     

Data protection:  

The school will ensure that it is compliant with the requirements of the 1998 Data 

Protection Act and the 2000 Freedom of Information Act   

The school will ensure:   

• Data held about pupils will only be used for specific purposes that are allowed by the 

Act  

• When data is obtained from data subjects, the school (data holder) will ensure, so far 

as is practicable, that the data subjects have, or are provided with, or have readily 

available to them, the following information, (referred to as the ‘fair processing 

information’):  

- Accuracy of details of the data held   



- The purposes for which data is held 

- The authenticity of any third parties to whom the information may be passed   

The school will ensure that the collection, storing, editing, retrieving, disclosure, 

archiving and destruction of data applying to paper files as well as electronic data, 

including records and notes that are kept, will be:   

• fairly and lawfully processed (adhering to the ‘fair processing’ code - requiring the 

data controllers to inform subjects about the purposes for which their personal data 

will be processed.)  

• processed for limited purposes  

• adequate, relevant and not excessive  

• accurate  

• kept no longer than necessary  

• processed in accordance with data subject’s rights  

• secure    

The school is aware that individuals have the right to access information about 

themselves, held on computer, and in some paper files, under the Data Protection Act 

1998.  Furthermore, in accordance with the 2000 Freedom of Information Act, the 

school (data holder) will extend these rights to allow access to all the types of 

information held, whether personal or non-personal.  Requests for information will have 

to be made in writing.   

Linked Policies:   

Safeguarding policy 

Preventing Extremism policy 

Anti-Bullying and Physical Restraint   

Health and Safety Policy  

PSHE Policy 

Whistle Blowing Policy 

 

 

 

 

 



 

 Policy Agreed By:_____________________  Chair of Governors 

 

 Signed By:__________________________ Head teacher 
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 Review Date:  September 2018 

 

 Sir John Offley CE (VC) Primary school is committed to safeguarding and promoting the welfare of 
children and young people/vulnerable adults and expect all staff and volunteers to share this 
commitment. 

 


