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TUTSHILL CHURCH OF ENGLAND SCHOOL

CONFIDENTIALITY POLICY (P Policy)        

Date:  Summer 2010                                                      Review Date:  Summer 2011
Ethos -
‘To provide a culture and environment that promotes excellence, equality and high achievement for all through our Christian Values’

1. Objective and Implementation

Every person in the school must practice confidentiality for all members.

· To enable parents/children/staff/governors to talk to other members of the school 

      in complete confidence.

· To ensure that disclosures/information is not shared with others unnecessarily.

· To keep and store written records so that personal information remains private.

· Child protection issues are dealt with in accordance with guidelines.

· Governor minutes must remain confidential until they are ratified at the next meeting.

· Sensitive issues are minuted separately and are not made public.

· Telephone numbers and addresses of staff and pupils should not be given to others 

      without their permission and are not shown on School website.

· KS2 SATs papers must be kept in a lockable cupboard until they are sent to the 

      examiner.

· Parent helpers/volunteers must sign a confidentiality form.

· Meetings (as necessary) must be held in a confidential environment.
· IT guidelines
Special Needs

· All special needs records should be stored in a lockable filing cabinet.

· Special needs information should only be shared with relevant personnel.

· Special needs children must not be named in Governor minutes.

Refer to Appendix 1 – Confidentiality Document
2. Every child matters outcomes

Through teaching we aim to give children the opportunities to achieve the government’s 7 ‘Every Child matters’ outcomes

· Staying safe

· Being healthy

· Enjoying & achieving

· Making a positive contribution

· Achieving economic well-being

· Behaviour

· Spiritual, Moral, Social, Cultural
3. Roles and Responsibilities – actions of key staff

Role of Headteacher is to monitor the implementation of policy.
Mrs Fryer is responsible for maintaining the safeguarding records and storing these records confidential.  
4. Equality / Inclusion –

The school recognises that it has to make special efforts to ensure that all groups prosper, including those with special educational needs; who have difficulties accessing the school or services; who speak English as an additional language; who have frequent moves and lack stability leading to time out of school (e.g. children in care); who as children are caring for others; who come from homes with low income and/or in adequate home study space; who experience bullying, harassment or social exclusion; with low parental support or different parent expectations; with emotional, mental and physical well being needs; who exhibit challenging behaviour; who come from ethnic minority groups including travellers, refugees and asylum seekers.

This policy was written in line with DDA.
Document reviewed June 2010 by P Committee 

Name:  Marilyn Henderson (Governor)

Signature: …………………………..

Appendix 1
TUTSHILL CHURCH OF ENGLAND SCHOOL

Confidentiality Form

I will not discuss any school matters outside the classroom environment.

I have read and I will abide by the school’s confidentiality policy.

Signed   _______________________________________

Print name   ____________________________________

Date    ________________________________________
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