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Purpose  
The purpose of our school’s confidentiality policy is to outline and clarify information and 
procedures around confidentiality for all stakeholders within our school community. 
 
This policy outlines all aspects involved in confidentiality within the school and should be 
read in conjunction with other school policies. 
 

Context  
Our school is a co-educational voluntary secondary school with 300 pupils and 25 staff. 
 

Confidentiality & the role of staff  
The safety and welfare of children is the key principle underlying all decision making within 
our school in line with the Child Care Act 1991 and the Children First Act (2015). 
 
Our school adopts a student-centred approach to education. Support of students is 
paramount in our school community. The Children First Guidelines (2017) are applied in our 
school as appropriate. 
 
All staff members must be aware that absolute confidentiality cannot be guaranteed. 
 
In supporting the students of our school, all stakeholders must be aware of the limits to 
confidentiality. This includes a legal obligation to share information as follows, where a 
student’s welfare is at risk: 
 



In the case where any member of the school community is aware of a concern to child 
welfare and safety this concern must be reported in line with the Child Protection 
Procedures for Primary and Post Primary Schools (revised 2023) and as detailed in the 
school’s Safeguarding Statement. 
  
All information regarding concerns of possible child abuse or neglect should be shared only 
on a ‘need to know’ basis in the interests of the child. 
 

Confidentiality and learners over 18 years of age 
It is recognised that the school may occasionally cater for adult pupils with additional 
vulnerabilities. Where a vulnerable adult may have been, is being, or is at future risk of 
being abused or neglected - the advice of the HSE, or if necessary, An Garda Síochána should 
be sought. 
 
Further information in relation to the safeguarding of vulnerable adults is available on the 
website of the HSE www.hse.ie 
 

Links between this policy and other policies  
This confidentiality policy should be read in conjunction with the School’s policies including 
the Safeguarding Statement & Risk Assessment and the Code of Behaviour. 
 

Record keeping  
Our school recognises the importance of record keeping. 
 
Our school keeps records in accordance with Appendix 4 of the DES Child Protection 
Procedures for Primary and Post Primary Schools (revised 2023) 
 
All school records and data pertaining to students and parents/guardians are regarded as 
highly confidential and are stored in line with are stored in line with GDPR (2018) 
procedures. 
 

Communicating the limits to confidentiality with staff  
The limits to all staff-student confidentiality are made clear to the staff on an annual basis at 
the first staff meeting of the year and in the staff handbook. 
 
Staff should consult a member of management if they have any questions or concerns about 
our school’s confidentiality policy. 
 



Communicating the limits to confidentiality with students and 
parents/guardians 
The limits to all staff-student confidentiality are made clear to students & parents/guardians 
in our school in the following ways: 
 

• Parents/Guardians sign a ‘Confidentiality Agreement’ when a student first registers 
as a student in the school. 

 

• Students are reminded about confidentiality at their first assembly of every school 
year. 

 

• In the event of a change in Guidance Counsellors temporarily or permanently, record 
keeping will be passed on to the school employee in line with GDPR. 
 

• A ‘limits to confidentiality’ sign is on display in the Guidance Counsellors office: 

 
 

Responsibilities in relation to this policy  
This policy has been developed and will be periodically reviewed by the senior management 
team, the guidance counsellor and the Board of Management. 
 

Accessibility  
This policy is published on the school website and is also included in the staff handbook 
which is reviewed on an annual basis. 
 

Date policy ratified by BOM  
This policy was ratified by the Board of Management on 12th November 2024 
 

There are limits to confidentiality within our school 
Under circumstances where an individual is at risk of significant harm, a duty exists on 
the part of those with information to alert others to the risk perceived. 
 


