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High Aspirations, Moral Strength, Spiritual Depth 
 
Aim 
 
This policy aims to: 

• Protect the safety, well-being, and privacy of our pupils and staff. 

• Ensure the school community understands the boundaries of confidentiality. 

• Maintain trust within the school by safeguarding information responsibly. 

• Ensure all staff, pupils, and parents/carers are aware of the school's procedures regarding 
confidentiality. 

 
Rationale  
At Andrews’ Endowed CE Primary School we prioritise the well-being, protection, and safety of our 
pupils in all decisions related to confidentiality. To create a safe, respectful, and secure learning 
environment, our school upholds a culture of trust and transparency. We encourage pupils to express 
concerns freely and work to handle personal information responsibly, adhering to principles outlined in 
related policies such as Data Protection, Safeguarding, and Child Protection. 
 
Objectives 

• Ensure consistent messaging about confidentiality when handling information concerning 
pupils. 

• Foster a trusting environment where pupils and staff feel safe discussing personal matters. 

• Help pupils, staff, and parents understand the school's confidentiality boundaries. 

• Encourage open communication between pupils and parents/carers. 

• Reinforce that confidentiality cannot be absolute, especially where safeguarding is concerned. 

• Inform parents/carers of their rights regarding access to records held by the school concerning 
their children. 

• Promote respectful communication and responsible behaviour around confidential information 
within the school community. 

 
Guidelines for Maintaining Confidentiality 
 
Handling Confidential Information 
 

• All information regarding individual pupils is private and only accessible to relevant staff. 

• Social, medical, and personal information is stored securely and shared on a need-to-know 
basis. 
 

Communication & Professional Conduct 

• Staff and governors refrain from discussing individual cases outside professional circles. 

• School matters are handled discreetly, without involving those without direct professional 
interest. 

• All volunteers in school agree to maintain confidentiality regarding any school matters they 
observe. 
 

Behaviour Management & Discipline 
Discussions about pupil behaviour are limited to professional staff with relevant responsibilities. 
Parents/carers and pupils are expected to follow similar boundaries when discussing school matters. 
 
Safeguarding & Child Protection 
Child protection matters are handled with utmost confidentiality and shared on a need-to-know basis. 
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School staff receive regular training on safeguarding protocols, including respecting confidentiality. 
 
Volunteers, Governors, and Visitors 
Volunteers and visitors are asked to read and agree to this policy before working in the school. 
Governors maintain confidentiality in committee meetings, especially concerning disciplinary and 
safeguarding matters. 
 
Inclusion & Support 
If discussing an individual case benefits a child's inclusion or support, permission will be obtained 
from the pupil and their parents/carers beforehand. 
 
Digital Information Security 
Digital data transfer complies with established protocols, ensuring secure transfer of pupil and staff 
information. 
Password protection and appropriate security measures are enforced on all electronic records. 
 
Confidentiality in Practice 
Supporting Pupils’ Development: During PSHE sessions and other discussions on sensitive topics, 
ground rules are set to protect confidentiality. 
Teachers encourage pupils to discuss concerns with trusted adults, including school staff, parents, or 
carers. 
Performance Management: Staff performance data, including lesson observations and appraisal 
outcomes, are stored securely and are only accessible to relevant staff members. 
Use of Photos and Videos: Photos or videos of pupils are used only with parent/carer permission and 
in line with the school's safe photography policy. 
Pupil names and other identifying information are not used with images in public media. 
 
Responsibility and Monitoring 
The Headteacher is responsible for the implementation of this policy, including ensuring staff, pupils, 
and parents are aware of confidentiality practices and receive the necessary training. This policy is 
reviewed triennially as part of the school’s policy monitoring cycle. 
 
Andrews’ Endowed CE Primary School upholds a strong commitment to confidentiality in all 
interactions, fostering a safe, respectful, and inclusive environment for all members of the school 
community. 
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Associated Policies, Documents, Agencies: 

Data Protection Policy 
Safeguarding Policy 
Child Protection Policy 
Behaviour Policy 
Visitor’s Policy 
Performance Management Policy 
Whistleblowing Policy 
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Appendix 1 – Parent Helper, Student and Volunteer Agreement 
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