Brighton Avenue Primary School

Confidentiality Policy
Introduction

Brighton Avenue Primary School educates children between the ages of 3 – ll years, both boys and girls.  Children have a variety of religions, ethnicity and cultures across the school.  Many children have difficult home backgrounds and emotional difficulties, with a high percentage of children on the special educational needs register.

The staff and governors at Brighton Avenue Primary School consider confidentiality to be a key issue and understand its importance in maintaining trust in the school community.  The policy has been written in consultation with the staff and governors.

Rationale

Brighton Avenue Primary School holds information on pupils in order to support their teaching and learning, to monitor and report on their progress, to provide appropriate pastoral care and to assess how well the school is achieving.  This information includes contact details, National Curriculum assessment results, attendance information, characteristics such as ethnic group, religion, special education needs, any relevant medical information and child protection issues.

Aims

· To provide a clear school confidentiality policy which everyone including pupils, parents and carers know, understand and work within. It is a vital part of meeting pupils’

· To safeguard the welfare needs as required by the Education Act (2002).

· To provide a clear and consistent message for pupils, staff, governors, parents/carers and visitors about confidentiality in school

· To provide guidance about who needs to know what – in particular instances.

· To respect every individuals right to privacy.

Dealing with Confidentiality Issues

· Individual pupil details are stored on the administration computer with a password entry known only by the Head Teacher, Deputy Head Teacher, Business Manager and Administration Officer.  
· Pupil contact details are held in the school office.

· Parents/Carers will not be given the contact details to other parents.  If an enquiry is urgent, school will contact the parents/carers and ask them to contact the person making the enquiry.

· Minor accident reports are completed and stored in the school office and more serious accidents are reported on the Gateshead Council online system. 
· Confidential information is stored with staff during a staff meeting when necessary.

· Parents/Carers can have access to the files stored about their child and a copy of the data collection sheet is sent to them annually for checking/updating.
· If any outside agencies e.g. School Nurse or Education Welfare Officer contact school for a child’s telephone number or address, administration staff take the person’s telephone number and ring them back with the information required.

· Staff should not discuss confidential information given to them by parents/carers with other staff unless necessary or required by the parents/carers.

· All new staff, visitors, parent helpers, students and lunchtime staff are made aware of confidentiality and procedures explained to them.

· Concerns relating to a child’s safety are only addressed to named staff regarding child protection – the Head teacher/Deputy Head teacher.

· Personal employment details belonging to staff members are confidential and not divulged to anyone.

· Permission is sought from parents/carers to cover photography or videoing of their child and appearing on the school website.

· A Privacy Notice – Data Collection Act 1998 letter is issued to the children/parent at the start of each academic year or when a child starts at the school after this date. (See Appendix 1)

Disclosures

· Children occasionally make personal disclosures, either in class or to individual teachers.  These should be treated with respect. A member of staff should explain that the information may need to be passed to the Head teacher for their own safety. Unconditional confidentiality should not be offered to pupils or their parents.

Curriculum 

· Sensitive and controversial issues may arise in the Personal, Social, Health Education and Citizenship curriculum and Sex and Relationships Education programme.  The aim of these programmes enables pupils to address issues and develop skills of reasoned argument.  Their place in the curriculum is regulated by law.  Other issues likely to be sensitive or controversial include family lifestyles and values, law and order, environmental issues, bullying and bereavement.  Some of these issues may lead to disclosure.  Support can be offered to a child who is troubled by an issue raised.

These guidelines should be used in conjunction with and reference made to the following:
- PSHE+C Policy

- SRE Policy

- Drugs Education Policy

- Child Protection Policy

- Anti-Bullying Policy

- Inclusion Policy

- Equality Policy
- Every Child Matters and its outcomes.

- ICT and E-Safety Policy

Dissemination of the Policy

· The policy will be available to all.

· Confidentiality will be discussed with pupils through PSHE & C Curriculum, School Council and Pastoral System
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APPENDIX 1

Privacy Notice - Data Protection Act 1998

We Brighton Avenue Primary School are the Data Controller for the purposes of the Data Protection Act.  We collect information from you, and may receive information about you from your previous school.  We hold this personal data and use it to: 
· support your teaching and learning;

· monitor and report on your progress;

· provide appropriate pastoral care, and

· assess how well your school is doing.
This information includes your contact details, national curriculum assessment results, attendance information, characteristics such as ethnic group, special educational needs and any relevant medical information.
We will not give information about you to anyone outside the school without your consent unless the law and our rules permit it.

We are required by law to pass some of your information to the Local Authority (LA), and the Department for Children, Schools and Families (DCSF).  

If you want to see a copy of the information we hold and share about you then please contact Mrs Beverley Henderson
If you require more information about how the LA and/or DCSF store and use this data please go to the following websites:

· www.gateshead.gov.uk and 
http://www.teachernet.gov.uk/_doc/13856/DCSF%20what%20we%20do%20with%20Children's%20data%20v4%20final.doc
If you are unable to access these websites, please contact the LA or the DCSF as follows:

· Matt Waddington @gateshead.gov.uk
· Public Communications Unit
Department for Children, Schools and Families
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
website:
www.dcsf.gov.uk 

email:

info@dcsf.gsi.gov.uk  
tel:

0870 000 2288.

PAGE  
3
Confidentiality Policy


