St Mary’s Primary School & Nursery, Writhlington
Inspiring Learning Together

Safeguarding: Confidentiality Statement
To ensure that all those using and working in the school can do so with confidence, we will respect confidentiality in the following ways:
· All adults helping in the school will be Disclosure & Barring Service checked (formerly CRB), advised of our Confidentiality Statement and be expected to respect it
· Parents have access to files and records of their own children
· Parents in school, working as volunteers or as part of the PTA, must not report bad behaviour or pupil discipline to other parents. Teachers will deal with such matters in line with school policy 

· Information given by a parent / guardian to the Head / classteacher will not be passed on to other adults without permission. All information concerning pupils is entrusted to the school in confidence – individual children will not be discussed with other people. All personal information about the pupil is regarded as private, and staff will not pass it on indiscriminately. However, we cannot offer pupils or parents unconditional confidentiality: by law, staff must pass on information to the Head about behaviour or events likely to cause harm to young people. Where teachers have to pass on such information, or where they need to seek professional advice in order to help, they will tell the pupil what is happening, and who will have access to the information

· Sue Jones is the Designated Teacher for Child Protection, receives regular training and informs staff of procedures. In her absence, Cathie Lampert deputises. Any expressed concerns or evidence relating to a child's personal safety will be kept in a confidential file (please see the school’s Child Protection Policy) 
· Social Services information will be kept by the Head and may be passed on to other professionals, if appropriate, in accordance with the Child Protection policy
· Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions
· We will endeavour to conduct meetings / interviews in a private place. No matters of a confidential nature should ever take place in a public place or in front of pupils  
· In lessons, teachers will not put pressure on pupils to disclose personal information, and will discourage fellow students from applying any such pressure. They will establish ‘ground rules’ to enable discussion without naming names. For example, they will ask pupils to be careful in PSHE lessons when discussing sensitive or controversial issues such as abuse; drugs use; other dangerous or illegal activities 

· Overall responsibility for administering procedures relating to this statement and all records rests with the Head. The Head has discretionary powers and may devolve some responsibility to other staff
· Governors may need to discuss individual members of staff, children or parents. All minutes should be marked confidential, copied onto coloured paper and are not to be published. Governors should exercise the highest degree of prudence when discussing contentious issues outside the governing body
· Information collected for one purpose should not be used for another. All records of a confidential nature are stored in a secure area, with safeguards in place to minimise loss, unauthorised access and use, modification or misuse 
Information held includes:
· Pupil / staff records - all information, transactions and correspondence relating to individual pupils / staff held by the school. However, it does not include statistical information based on or compiled from data which does not disclose the identity of individuals

· Computer records - records containing personal data, address information, enrolment information and / or academic results, held on an electronic database. They may contain some information which is not kept as a hard copy file. Information will not be passed on except in exceptional circumstances or to a receiving school
· Confidential information means all information contained in pupil / staff records or  personal information, with the exception of information which is in the public domain 

· Personal information means information that covers:

· factual data – name; I.D. number; address; telephone number; age; image; etc.

· academic progress data (password protected on the school network) - course details; SATs results; evaluations and assessments; etc
· personal welfare information - emergency contacts; family details; medical information; Free School Meal eligibility; etc. 

This statement should be reviewed annually by governors

Related policies: Child Protection; Sex & Relationship Education; Personal, Social & Health Education; Behaviour, incorporating Anti-bullying strategy; Drugs Education 
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