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Confidentiality Policy 

Our work brings us into contact with confidential information about children and other 

adults. To ensure that all adults working in the school use this information appropriately, 

and with confidence, we respect everyone’s right to privacy. This policy covers all people 

in school – staff, governors, visitors, PGCE/GTP (Graduate Teacher Programme) students, 

work experience students etc. Care and due consideration is taken over any decisions to 

share information or to break confidentiality.  

1. Personal Disclosures  

Any disclosures of sexual activity at this primary school are automatically a child 

protection issue and Child Protection (CP) procedures need to be followed (see CP Policy). 

Any action that is taken as a result of a disclosure will always have considered the best 

interests of the child first and foremost. Complete confidentiality cannot be offered and 

adhered to if it is suspected that someone is at risk of harm, which is usually the 

Headteacher’s decision. 

Upon a child disclosing information, the school will:  

Not pass the information on to anyone if the child or anyone else is clearly not at risk from 

harm  

Discuss the information with the school’s CP officer if there is any doubt as to whether or 

not it is a child protection issue and CP procedures need to be initiated  

Inform and discuss the disclosure with the headteacher and decide if further action is 

needed  

Inform the police of any obvious illegal activity – see section 4  

Breaking of Confidentiality  

When confidentiality has to be broken because someone may be at risk from harm:  

Children are told, usually by the adult they spoke to, when the information has been passed 

on.  

Children are kept informed, usually by the adult they spoke to, about what will be done 

with the information.  

Children are told who the information is given to, to alleviate their fears about everyone 

knowing. 

This is best done privately, using a suitable room, and as soon as is reasonably appropriate.  



 
 

 

Informing the Headteacher  

There is no definitive list of what information constitutes ‘needing to be shared with the 

headteacher’. However, all adults are encouraged to share anything they are in doubt about 

or feel uneasy by not mentioning it.  

Giving information to parents/carers about their children  

There are circumstances when parents/carers will be informed about their children e.g. 

health concerns, unexplained behaviour changes, accidents and injuries etc. These will 

depend on the nature of the circumstance and may come from the class teacher or Pastoral 

Assistant. Any doubts should be referred to the Headteacher.  

2. Confidentiality in the Classroom/Learning areas e.g. ICT suite, library  

Ground rules make it clear to pupils that directed personal questions or disclosures are 

inappropriate in classroom lessons.  

Pupils are dissuaded from exerting pressure on anyone to answer personal questions.  

When situations and issues are discussed, de-personalisation techniques are used (e.g. 

collecting group ideas, using case studies) so that issues can be explored without personal 

information being disclosed  

3. Others working in school/External Visitors  

Outside agencies, and visitors to the school, are made aware of the confidentiality policy 

and work within its limits when delivering any part of the PSHCE curriculum.  

Other professionals work within their own codes of confidentiality when they deliver their 

services to individual children.  

 

 

Passing on information indiscriminately  

All adults working in school are aware that they should not pass on information about staff, 

children or their parents/carers indiscriminately. 

Adults working in school will not discuss individual children with people other than the 

parents/carers of that child. Any doubts should be referred to the headteacher.  

Provision has been made for keeping information held in the school office confidential e.g. 

restricted use of computers, passwords for PCs, locked filing cabinets etc  



 
 

 

Adults working in school always consider the suitability of the surroundings and the 

presence of other people when they have conversations with, or about, children, parents or 

carers that may need to be kept confidential. The staffroom is the main congregation area 

but all adults in that room have a duty of care not to discuss confidential items or, if they 

are overheard via another party, not to pass them on as hearsay. The same is true for other 

areas of the school e.g. playground. The role of parent, governor, visitor or staff can 

‘merge’ at times, whether professionally or socially. All adults should reasonably treat 

‘overheard’ information as confidential by default, unless they have been specifically given 

that information as ‘for general consumption’. Any issues or ‘grey areas’ should be 

discussed with the headteacher to avoid loss of trust, official complaints or breakdown in 

relationships.  

4. Data Protection  

The school complies with all the requirements of the Data Protection Act 1998 (see 

Appendix A). Information given by parents/carers to staff will not be passed on without 

their specific agreement – except in the following circumstances set out in the Act where 

refusal to disclose is likely to prejudice:  

The prevention or detection of crime  

The apprehension and prosecution of offenders  

 The assessment or collection of any tax or duty or any imposition of a similar nature 

In these cases, the Police must make a written request to the headteacher.  

5. Dissemination  

Informing parents/carers of your school’s confidentiality policy  

Parents are made aware of this policy. A copy can be found on the school’s website and 

spare copies are available via the front entrance and infant entrance for parents to help 

themselves.  

Parents can approach the school to discuss a confidential item, which may or may not be in 

conjunction with the school’s complaints procedure. This may be arranged informally or 

formally e.g. written request via the class teacher or via the headteacher  

 Parents are made aware e.g. the school brochure that you the school cannot offer complete 

confidentiality if we deem that someone is at risk from harm  

Informing children of your school’s confidentiality policy  

 



 
 

 

Children are made aware, usually via the class teacher or an adult dealing with an issue that 

school cannot offer complete confidentiality – and that you will need to tell someone else if 

you deem that the child or someone else is at risk from harm.  

Appendix A 

The Data Protection Act 1998  

Please be aware of the Data Protection Act 1998 when dealing with requests for access to 

personal information.  

The Data Protection Act 1998 requires all organisations that handle personal information to 

comply with 8 principles. These are that personal data should be:  

1. Fairly and lawfully processed – see The Act for more details about 'sensitive data' 

and why particular attention must be paid to it.  

2. Processed for specific purposes – As set out in your Notification Template which 

is completed online at the Information Commissioner’s Website  

3. Adequate, relevant and not excessive  

4. Accurate and where necessary, up to date  
5. Not kept for longer than is necessary – Refer to your file retention  

schedule. If you do not have one, create one using this School File Retention 

Template  

6. Processed in accordance with the data subject's rights  

7. Secure  

8. Not transferred abroad without adequate protection.  

Section 7 of The Act also allows people to find out what personal information is held about 

them and to be given a copy. This is called a Subject Access Request. They can request all 

records that the school holds, including both computer and paper records, therefore it is 

important to have a records management system in order to make records accessible, and 

collation of information quick and easy.  

Sharing Data - Norfolk County Council has sharing agreements with many other 

organisations and agencies. It is important that schools share information with Health and 

Social Care professionals where necessary; however this should always be on a need-to-

know basis.  

 


