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Greenleaf Primary School 

Confidentiality Policy 
 
Rationale 

At Greenleaf Primary School we believe that: 

 
 The child is at the heart of the learning process and we should seek to provide a safe and 

secure learning environment. The safety, well-being and protection of our pupils are the 
paramount considerations in all decisions staff at this school make about confidentiality. The 
appropriate sharing of information between school staff is an essential element in ensuring our 
pupils’ well-being and safety. 

 

 Having been placed in a position of trust by all stakeholders, there is a general expectation 
that a professional approach will be used in all matters of confidentiality, to give pupils, staff 
and parents/carers confidence to seek help both within and outside the school. 

 
 Issues concerning personal information including sex and relationships and other personal 

matters can arise at any time. 
 

 The school’s attitude to confidentiality is easily understood and everyone should be able to 
trust the boundaries of confidentiality operating within the school. 

 
 Everyone in the school community needs to know the limits of confidentiality that can be 

offered by individuals within the school community so they can make informed decisions about 
the most appropriate person to talk to about any health, sex and relationship or other personal 
issue they want to discuss. 

 

 Everyone in the school community needs to know that no-one can offer absolute 
confidentiality, for example where the well-being of the child is paramount. 

 
 The School has a duty of care and responsibility towards pupils, parents/carers and staff. It 

also needs to work with a range of outside agencies and share information on a professional 
basis. 

 

 Striking an effective and professional balance between these two aims is crucial to the success 
of our confidentiality policy. 

 
 
Policy Development 
 

This policy was agreed by the leadership team and the school’s governing body, and is widely 

disseminated to staff, pupils, parents/carers and partner agencies. The policy is disseminated to 
all new staff joining the school. 
 
 
Definition of Confidentiality 



 

 

Confidentiality is defined as ‘something which is spoken or given in private, entrusted with 
another’s secret affairs’. The confider is asking for the content of the conversation to be kept 
secret. Anyone offering absolute confidentiality to someone else would be offering to keep the 
content of his or her conversation completely secret and discuss it with no-one. 
 
In practice there are few circumstances where absolute confidentiality is offered in our school. We 
strive to strike a balance between ensuring the safety, well-being and protection of our pupils, 
staff and parents, ensuring there is an ethos of trust where pupils, staff and parents can ask for 
help when they need it and ensuring that when it is essential to share personal information, child 
protection issues and good practice are followed. This means that in most cases what is offered is 
limited confidentiality. 
 
Disclosure of the content of a conversation could be discussed with professional colleagues, but 
the confider would not be identified except in certain circumstances.  Staff should make it clear 
that there are limits to confidentiality at the beginning of the conversation. These limits relate to 
ensuring children’s safety and well-being. Pupils, staff and parents will be informed when a 
confidence has to be broken for this reason and be involved in the information sharing, where 
possible. 
 
Different levels of confidentiality are appropriate for different circumstances. 

 
Objectives: 

1. To provide consistent messages in school about handling information about children once it 
has been received. 

2. To foster an ethos of trust within the school. 
3. To ensure that staff, parents and pupils are aware of the school’s confidentiality, policy and 

procedures. 
4. To reassure pupils that their best interests will be maintained. 
5. To encourage children to talk to their parents and carers. 
6. To ensure that pupils and parents/carers know that school staff cannot offer unconditional 

confidentiality. 
7. To ensure that there is equality of provision and access for all including rigorous monitoring 

of cultural, gender and special educational needs. 
8. To ensure that if there are child protection issues then the correct procedure is followed – 

see Safeguarding Policy. 
9. To ensure that confidentiality is a whole school issue and that in lessons ground rules are 

set for the protection of all. 
10. To understand that health professionals are bound by a different code of conduct. 
11. To ensure that parents are aware that under the Education (Pupil Information) (England) 

Regulations 2005 they have the right see their child’s school records.  However, neither the 
child nor the parent has an automatic right to see all the information held in child 
protection records. Information can be withheld if disclosure:  
 

 Could cause serious harm or is likely to cause serious harm to the physical or 
mental health or condition of the child or another person; or  

 Could reveal that the child or another person has been a subject of or may be at 
risk of child abuse, and the disclosure is not in the best interests of the child; or 

 Is likely to prejudice an ongoing criminal investigation; or  

 The information about the child also relates to another person who could be 
identified from it or the information has been given by another person who could be 
identified as the source, unless the person has consented to the disclosure or the 
person providing the information is an employee of the establishment or the Local 
Authority.    

 
Guidelines 

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

staff who have a need to know.  
2. All social care, 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 – see Record 
Keeping policy. 



 

 

3. The school continues to actively promote a positive ethos and respect for the individual: 
a) The Safeguarding Lead receives regular training. The Headteacher has ultimate 

responsibility for safeguarding and child protection. 
b) There is clear guidance for procedures for the handling of safeguarding and child 

protection incidents.  All staff have regular training on safeguarding and child 
protection issues. 

c) There is clear guidance for procedures if a member of staff is accused of 
inappropriate conduct – see Safeguarding Policy. 

d) Staff are aware that effective sex and relationship education which brings an 
understanding of what is and is not acceptable in a relationship, can lead to 
disclosure of a safeguarding and/or child protection issue. 

e) Staff are aware of the need to handle all issues about different types of families in a 
sensitive manner. 

f) Any intolerance about gender, faith, race, culture or sexuality is unacceptable and 
should follow the school’s Behaviour Policy. 

g) Information collected for one purpose should not be used for another. 
4. 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. 
5. The school prides itself on good communication with parents and carers and staff are 

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

concern. The school encourages children to talk to parents/carers about issues causing 
them concern and may in some cases support the children to talk to their parents. The 
school would, where it was in the best interests of the child, share with parents any 
child protection disclosure before going on to inform the correct authorities. 

6. Parents/carers and children should feel reassured that in exceptional circumstances 
confidentiality will be broken. 

7. 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 identified. 

8. The school has appointed a senior member of staff as Safeguarding Lead. Safeguarding 
and Child protection procedures are understood by staff and training is undertaken every 
two years for all staff. 

9. Confidentiality is a whole school issue. Clear ground rules must be set for any classroom 
work such as circle time, Philosophy4Children and other PSHE sessions dealing with 

sensitive issues such as bereavement. Strategies are in place and all children are aware of 
them for dealing with sensitive information which may fall outside the boundaries of child 
protection procedures. School needs to be proactive so children feel supported but 
information is not necessarily revealed in a public arena. Children are given the 
reassurance needed to approach a member of staff individually and privately where 
necessary.  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.   

10. 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 the information but not on general view to other 
parents/carers and children.  

11. Photographs of children should not be used without parents/carers permission especially in 
the press and on the internet and further details about this are clearly stated in the 

school’s Photography and Filming Policy. 
12. Information about children will be shared with parents but only about their child. Parents 

should not have access to any other child’s books, marks and progress at any time, 
especially at parents’ evening. However, parents should be aware that information about 
their child will be shared with the receiving school when they change school. All personal 
information about children, including Social Care 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. 

 
 
Complex Cases 

 



 

 

Where there are areas of doubt about the sharing of information, the school will consult the Local 
Authority Multi-Agency Safeguarding Hub (MASH) team - please see Safeguarding Policy. 
 
 
Support for Staff 
Staff may have support needs themselves in dealing with some of the personal issues of our 
pupils. We encourage staff to ask for help rather than possibly making a poor decision because 
they don’t have all the facts or the necessary training, or take worries about pupils home. Staff 
should discuss any concerns with Safeguarding Lead or the Headteacher.  
 
A copy of this policy can always be found on the school server and the school website.  All new 
staff are made aware of the policy when they join the school. 

 
Other Relevant Policies 
 Safeguarding 
 Data Protection 
 Record Keeping  
 Behaviour 
 Photography and Filming 
 
This Policy will be reviewed on a five-yearly basis and amended as necessary. 
 

Equality statement 
The governors and staff are committed to providing the full range of opportunities for all pupils, regardless 
of gender, disability, sexual orientation, family make-up, ethnicity, social, cultural or religious background. 
All pupils have access to the curriculum, and the right to a learning environment, which dispels ignorance, 
prejudice or stereotyping. 
 
This policy has been impact assessed in order to ensure that it does not have an adverse affect on any of 
the protected characteristics in the Equality Policy.   

 


