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                             MEDINA HOUSE SCHOOL    
  CONFIDENTIALITY POLICY 

 

The school’s work with children and families will sometimes bring us into contact with confidential 
information. 
We seek to provide a safe and secure learning environment (See Appendix A). 
 

AIMS 
• To protect the child at all times 
• To provide consistent messages in school about handling information about children 
• To give all staff involved clear, unambiguous guidance as to their legal and professional roles. 
• To ensure good practice throughout the school which is understood by pupils, parents and staff. 
• To ensure that parents have a right of access to any records the school may hold on their child but 
not to any other child they do not have parental responsibility for. 
• To foster an ethos of trust within the school. 
 

GUIDELINES 
All information about individual children is private and should only be shared with those staff that 
need to know. 
 

All social services, medical and personal information about a child will be held in a safe and secure 
place which cannot be accessed by individuals other than designated school staff. 
 

The school prides itself on good communication with parents and carers and staff are always 
available to talk to both children and parent/carers about issues causing concern. 
 

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. 
 

All children have a right to the same level of confidentiality irrespective of gender, race, cognitive 
ability, religion, medical concerns and educational issues i.e at MHS. (See Appendix A) 
 

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

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 that information.  At Medina House School manual handling plans will be displayed in the 
children’s changing/toilet area.   Allergy advice is on display in the staffroom/classroom and school 
kitchen to safeguard children who may be at risk.  
 

On the school website, photographs of children will not include their individual names. 
Information about children will be shared with parents but only about their child. Parents should not 
have access to any other child’s books, teacher comments, reports and progress grades at any time. 
Anyone using the internet, particularly social networking sites e.g Facebook, should be aware that 
any reference to school or the children would be viewed as warranting disciplinary action. 
(See Social Media Policy). 
 

Parents should be aware that information about their child will be shared with the receiving school 
when they change schools.  
 

Governors should be aware that any information they become aware of regarding members of staff 

or pupils at the school is confidential. 
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Students/Volunteers are made aware in their induction that any information they become aware of 
regarding members of staff/pupils at the school is confidential. 
 

All staff and governors can normally expect that their personal situations and health will remain 
confidential unless: 
 

• It impinges on the terms of their contract, or 
• Endangers pupils or other members of staff, or themselves (safeguarding) 
• There is a legal or criminal obligation to disclose such information, or 
• It is necessary for legal proceedings, or 
• Despite the duty of confidence, the staff members’/governors’ interest or wider public interest   
justifies disclosure. 
 

Parents will have ready access during normal school hours, to the files and records of their own 
children but will not have access to information about any other child. 
 

Staff will not discuss individual children, other than for purposes of curriculum planning/group 
management or safeguarding/child protection/medical needs, with people other than the 
parents/carers of that child. 
 

Information given by parents/carers to the school staff will not be passed on to other adults without 
permission unless it relates to a child protection issue when the information will be referred to the 
DSL.   
 

Any information that is shared with IWC professionals, will be scanned and uploaded via the 
council’s Sharepoint a secure information sharing and storage system. 
 

Computer records containing personal data are password protected and secure. Passwords are 
changed on a regular basis and not shared. 
 

Issues to do with the employment of staff, or volunteers, will remain confidential to the people 
directly involved with making personnel decisions. 
 

Any anxieties/evidence relating to a child's personal safety will be kept in a confidential file which 
can only be accessed by appropriate staff e.g. the child’s teacher, headteacher and school 
administrator. Such files will be kept in a secure, locked drawer/filing cabinet. 
 

Teachers will not put pressure on pupils to disclose personal information.  
 

Teachers will seek professional advice and consult with parents whenever appropriate in 
accordance with our child protection and safeguarding policy. 
 

All new staff that join the school have a full induction which includes confidentiality issues. 
 

In line with the safeguarding and child protection policy, if a member of staff or volunteer, has a 
concern about a child’s welfare, they have a duty to report it to the DSL. 
 

Governors are aware of the need for confidentiality and respect this policy at all times. 
 

All staff, governors, volunteers and helpers are bound to this policy. 

 
Approved by Governors on ..................... Signed by..........................  Chair of Governors 
          Matt Atkins  
Review Date:  January 2020       
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Appendix A 
                                                         

 
Students/Volunteers 

 
 

 Students and volunteers will not have access to confidential files or notes (including 
home/school diaries) without the express permission of the Headteacher and parents. 

 
 The child’s name will never be used in a report or essay and photographs of children must 

not be taken without permission of the Headteacher and parents. 
 

 Whilst the work of the school is not a secret, there is a high degree of sensitivity and an 
honourable trust between school and families.  Please do not break this trust by discussing 
our pupils outside Medina House. 

 
 A child’s situation/condition MUST NEVER be discussed over their heads or with other pupils 

present. 
 

 Please respect the privacy of staff room conversations and be clear about the need for 
confidentiality. 
 

 Where case studies are carried out on children as part of CPD for staff or students (e.g for a 
dissertation) parental permission is always sought and the child’s name would never be 
used. 
 

 

 
 


