CONFIDENTIALITY

Confidentiality is a person’s right to the protection of private, personal information shared with a school for the purpose of receiving services.  School staff has the responsibility of preserving information about student’s and their families only for the benefit of that family.  Confidentiality is an ethical obligation of each staff member.

External Confidentiality

External confidentiality refers to how confidentiality is maintained with community agencies, law enforcement officials, and the general public including visitors, friends, and families of employees.

All requests for information about students and/or families must have a written release of information signed by the student before any information may be released.

Exceptions to this policy include:

· Information required through legal subpoena

· Situations in which there is an immediate danger to the family

· Legal obligations, such as reporting of child abuse and/or neglect

· Official government agencies requiring information for funding or other services

Confidentiality must be maintained in the following circumstances:

· Employee’s family and friends: Staff members must not discuss students outside of the school

· Volunteers and visitors:  Staff must avoid sharing information with visitors and volunteers at school.  This includes the discussion of families with other staff in the presence of visitors, volunteers, and other students

· Addresses and telephone numbers: Screen such requests and get permission from students before releasing the information unless it is a legal obligation or the student or their family is in danger

Internal Confidentiality

Sharing information among staff for the purpose of promoting and maintaining a student’s well being is not a breach of confidentiality but should occur only on a need-to-know basis.  Communication and sharing of information is necessary to ensure the programmatic function of the school. All staff must be dedicated to and responsible for protecting student’s confidentiality.

Facts, such as a description of a student’s medical condition, should be documented and shared among staff involved with the student.  Crisis within the family can affect a student’s ability to function in the classroom and needs to be shared with staff.  However the intimate details are confidential.

Any documentation, either written or verbal, obtained about a student is confidential.  

