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Confidentiality Policy 
 
Aims 
 To protect the child at all times. 
 To give staff clear guidance as to their legal and professional roles 
 To ensure good practice throughout the school, that is understood by pupils, parents/carers 

and staff. 
 
Rationale 
Henwick School seeks to put the child at the heart of the learning process and to provide a safe 
and secure learning environment. It strives to implement the principles of the Every Child 
Matters Agenda and to address issues which may arise about confidentiality. Henwick is 
committed to developing positive ways for the child’s voice to be heard, whilst recognising the 
responsibility on us to use, hold and safeguard information received. Sharing information 
unnecessarily is an erosion of trust and the school is mindful that it is placed in a position of trust 
by all stakeholders and there is a general expectation that a professional approach will be used in 
all matters of confidentiality. 
 
Objectives 
 To provide consistent messages in school on how to handle information about pupils once it 

has been received. 
 To foster an ethos of trust within the school. 
 To ensure that staff, parents/carers and pupils are aware of the school’s confidentiality 

policy and procedures. 
 To reassure pupils that their best interests will be maintained. 
 To encourage pupils to talk to adults – parent/carers and school staff. 
 To ensure that pupils and parent/carers know that school staff cannot offer unconditional 

confidentiality. 
 To ensure equality of provision for all. 
 To ensure that should there be child protection issues, then the correct procedures are 

followed. 
 To ensure that parents have a right to access records the school may hold on their child. 
 
Principles and Practice 
The school prides itself on good communication with pupils and parents/carers and staff are 
always available to talk with them. 
 
 All information about individual pupils is private and will only be shared with those staff that 

have a need to know. 
 Parents/carers and pupils need to be aware that the school cannot guarantee unconditional 

confidentiality as there is a duty to report child protection issues. 
 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 school staff. 
 The school has designated senior persons for child protection;  

- Kasia Fowle, Acting Co-Headteacher 
- Claire Lotriet, Acting Co-Headteacher 
- Anita Worboys, Pastoral Support Officer 
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 There is clear guidance and procedures for the handling of child protection issues, as laid out 
in the Child Protection Policy. 

 The authority’s guidance on procedures should a member of staff be accused of abuse, will 
be followed. 

 Staff should be aware that effective Sex and Relationships Education, which brings about an 
understanding of what is and is not acceptable in a relationship, can lead to disclosure of a 
child protection issue. 

 Staff are aware of the need to handle all issues about different types of families in a sensitive 
manner. 

 Intolerance about gender, faith, race, culture or sexuality is unacceptable. 
 Information collected for one purpose should not be used for another. 
 Reports such as SEN, social services or other agencies working with a pupil or family should 

be filed securely.  
 Addresses and telephone numbers of parents and pupils will only be passed on in 

exceptional circumstances or to a receiving school. 
 
Governing body 
Governors need to be aware that from time to time issues are brought to their attention about 
staff and/or pupils. All such paperwork will be marked as confidential and Governors must 
observe complete confidentiality when asked to do so by the Governing body.  
 
Conclusion 
Henwick School has a duty of care to its pupils, parents/carers and staff. It also needs to work 
with outside agencies and share information on a professional basis. The wellbeing and safety of 
the individual is the key issue within this document. 
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