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1. Aims

This policy provides guidance on confidentiality procedures within Tattingstone CEVC Primary School for staff, governors, volunteers, visitors, pupils and parents/carers.

The policy aims to:

· Protect the privacy and dignity of pupils, families and staff.

· Ensure information is handled appropriately, lawfully and sensitively.

· Clarify circumstances where confidentiality may need to be breached in order to safeguard a child.

· Promote trust between pupils, families and school staff.

· Support compliance with current safeguarding and data protection legislation.

This policy should be read alongside the school's:

· Safeguarding and Child Protection Policy

· Data Protection Policy

· Online Safety Policy

· Behaviour Policy

· RSHE Policy

· Staff Code of Conduct

· Whistleblowing Policy

The school recognises that effective safeguarding and promoting the welfare of children requires information sharing where appropriate. Confidentiality will therefore never prevent action being taken to protect a child from harm.

2. Values and Ethos

As a Church of England school, Tattingstone CEVC Primary School seeks to uphold the Christian values of respect, compassion, honesty and responsibility.

This policy reflects our commitment to:

· Respect for self and others.

· Valuing every individual.

· Promoting trust and positive relationships.

· Supporting pupils and families with dignity and sensitivity.

· Protecting children from harm.

3. Policy Statement

The school respects every individual's right to privacy and confidentiality.

All staff, governors, volunteers, visitors and professionals working in school are expected to:

· Treat personal information with respect.

· Share information only on a need-to-know basis.

· Avoid discussing confidential matters in public areas.

· Challenge gossip and inappropriate discussion.

· Store information securely.

· Follow safeguarding procedures where concerns arise.

Confidentiality cannot be guaranteed where:

· A child is at risk of harm.

· A criminal offence may have been committed.

· Information is required to safeguard a child or vulnerable person.

· There is a legal obligation to disclose information.

Where possible, pupils will be informed when information needs to be shared and with whom.

4. Confidentiality and Safeguarding

All staff should make it clear to pupils that they cannot promise absolute confidentiality.

If a pupil shares information that raises concerns about their safety or welfare, staff must:

1. Listen carefully and remain calm.

2. Reassure the child that they have done the right thing by speaking out.

3. Explain that information may need to be shared with appropriate adults who can help.

4. Avoid asking leading questions.

5. Make an accurate written record as soon as possible.

6. Report concerns immediately to the Designated Safeguarding Lead (DSL) or Deputy DSL.

Information will only be shared with those who need to know in order to safeguard the child.

The school follows current statutory safeguarding guidance, including:

· Keeping Children Safe in Education (DfE)

· Working Together to Safeguard Children (HM Government)

5. Personal Disclosures

Pupils may approach members of staff with personal concerns.

Staff should:

· Listen sensitively.

· Avoid making promises of secrecy.

· Encourage pupils to seek support from parents/carers where appropriate.

· Seek advice from the DSL when necessary.

· Record concerns in accordance with school procedures.

Any disclosure relating to:

· Abuse or neglect

· Domestic abuse

· Child-on-child abuse

· Sexual behaviour inappropriate for age

· Online harm

· Self-harm

· Mental health concerns where there is risk of harm

must be treated as a safeguarding concern and referred immediately to the DSL.

6. Confidentiality in the Classroom

Teaching staff will establish a safe and respectful learning environment.

Ground rules may include:

· Respecting differing opinions.

· Listening without interruption.

· No teasing, ridicule or bullying.

· No pressure to share personal experiences.

· The right to pass on a question or activity.

· Respecting privacy.

· Understanding that safeguarding concerns cannot remain confidential.

Staff will use teaching approaches that protect privacy, including:

· Hypothetical scenarios.

· Role play activities.

· Anonymous questions.

· Small group discussions.

· Third-person examples and case studies.

Pupils will never be required to disclose personal information during lessons.

7. Working with Other Professionals

Children may come into contact with a range of professionals including:

· Educational psychologists

· School nursing staff

· Family support workers

· Therapists

· Specialist teachers

· External agencies

· Volunteers and visitors

All professionals working within the school are expected to:

· Follow safeguarding requirements.

· Respect confidentiality.

· Share information appropriately.

· Comply with relevant professional standards and codes of conduct.

Information sharing agreements will be followed where applicable.

8. Staff Confidentiality

Staff are expected to maintain professional confidentiality regarding:

· Pupils and families.

· Colleagues.

· Governors.

· School business.

Confidential information must not be discussed:

· In public areas.

· On social media.

· With family members or friends.

· With individuals who do not have a legitimate need to know.

Breaches of confidentiality may result in disciplinary action.

9. Information Sharing

The school recognises that effective information sharing is essential to safeguarding and promoting children's welfare.

Information may be shared where:

· There is a safeguarding concern.

· A child is at risk of harm.

· It is required by law.

· Consent has been provided where appropriate.

· It is necessary to fulfil the school's statutory duties.

All information sharing will comply with:

· UK General Data Protection Regulation (UK GDPR)

· Data Protection Act 2018

· Keeping Children Safe in Education

· Working Together to Safeguard Children

10. Data Protection and Records Management

The school processes personal data in accordance with UK GDPR and the Data Protection Act 2018.

The school will ensure:

· Confidential records are stored securely.

· Electronic records are password protected.

· Access is restricted to authorised staff.

· Records are retained and destroyed in accordance with the school's retention schedule.

· Personal information is only shared where lawful and necessary.

Staff must:

· Lock screens when away from devices.

· Use secure school systems for communication.

· Protect passwords.

· Follow the school's Data Protection Policy.

Further information is available in the Data Protection Policy and Privacy Notices.

11. Equalities

The school is committed to ensuring that confidentiality procedures are applied fairly and consistently.

This policy supports the school's duties under the Equality Act 2010 and recognises the diversity of pupils, families and staff.

12. Monitoring and Review

The Headteacher and Governing Body are responsible for monitoring the implementation of this policy.

All staff will receive regular safeguarding and data protection training.

This policy will be reviewed annually or sooner if legislation or guidance changes.
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Linked Policies

· Safeguarding and Child Protection Policy

· Data Protection Policy

· Online Safety Policy

· RSHE Policy

· Staff Code of Conduct

· Behaviour Policy

· Whistleblowing Policy
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‘We can do all things through Him who strengthens us,’ adapted from Philippians 4:13
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