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St Mary and St Michael Confidentiality Policy
Aim: 
To protect the child at all times and to give all staff involved clear guidance to their legal and professional roles and to ensure good practice throughout the school which is understood by pupils, parents/carers, staff and outside agencies.

Rationale: 
At St Mary and St Michael school we believe in the safety, well being and protection of all our pupils.  It is an essential part of our school that trust is established to enable pupils, staff and parent/ carers both in and out of the school environment.  We are committed to developing creative and positive ways for the child’s voice to be heard whilst recognising the responsibility to use, hold and safeguard information received. 

THIS POLICY IS FOR ALL TEACHING AND NON-TEACHING STAFF AND ALL VISITING STAFF WORKING WITH PUPILS WHO DO NOT HAVE THEIR OWN CONFIDENTIALITY GUIDELINES.
Objectives
* To have a consistent approach about handling information in school.
* To promote an ethos of trust within the school

* To reassure pupils that their best interests will be maintained at all times

* To ensure that school staff cannot offer unconditional confidentiality
* To ensure that if there is a child protection issue then the correct procedure is followed

* To understand that outside agencies are bound by different codes of conduct

* To ensure that parents have a right of access to any records the school may hold on their child
* To ensure that staff, parents and pupils are aware of the school’s confidentiality policy and procedures

Guidelines
Any information or incident about individual children is private and should only be shared with those staff that have a need to know. 
Child protection issues are discussed with staff member concerned, the child protection officer and the head teacher.

All social services, medical and detailed personal information about a child should be held in a safe and secure place, which cannot be accessed by unauthorised individuals.
The school has appointed a senior lead teacher for child protection who receives regular training.
Staff are aware of the need to handle all issues about different types of families in a sensitive manner

Any intolerance about gender, faith, race, culture or sexuality is unacceptable and should follow the school’s anti bullying policy
Confidentiality is a whole school issue.  Clear ground rules must be set for any classroom work such as circle time or PSHE session dealing with sensitive issues. Strategies are in place for dealing with sensitive information and all children are aware of them.
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.
All parents must sign an agreement allowing photographs and video to be taken within school and during school events. At no time should a child’s full name be displayed with their photo.
Parents should be aware that information about their child will be shared with the receiving school when they change school.
Information regarding health reports, social services, speech therapy, medical reports, SEN reports and minutes will be shared with relevant staff and filed securely.
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 grades at any time, especially at parents evenings.  
Addresses and telephone numbers of parents and children will not be passed on except in exceptional circumstances, or to a receiving school.

Staff should be aware of children with medical needs and the class information sheet should be accessible to staff who need that information but not on general view to other parents/ carers and children.

Where outside agencies adhere to their own confidentiality procedures, a copy of that policy will be kept on file in a secure location.
Monitoring and Evaluation

The policy will be reviewed as part of the schools monitoring cycle.
