ELY & CAERAU INTEGRATED CHILDREN'S CENTRE
STAFF CONFIDENTIALITY AGREEMENT AND DECLARATION
Ely & Caerau Integrated Children's Centre (ECCC)
	Applies to
	Employees, agency staff, students and volunteers
	Approved by
	Head of Centre

	Purpose
	Staff confidentiality, professional conduct and information-sharing expectations
	Issue date
	August 2026

	Key NMS links
	Standards 5, 13 and 20
	Review
	Annually or sooner if required

	Read alongside
	Confidentiality/Data Protection; Safeguarding; Personal Devices; Social Media
	Signed declaration
	Retained in staff record / induction evidence



1. Purpose
ECCC is committed to protecting the privacy, dignity and confidentiality of children, families, staff and others who use or work within the Centre. During the course of employment, placement or volunteering, individuals may become aware of personal, sensitive or confidential information. Access to such information is provided only for legitimate professional purposes and must not be used, discussed or shared inappropriately.
This signed declaration complements ECCC's wider Confidentiality / Data Protection Policy by setting out the personal standards of conduct expected from each member of staff.
2. Staff confidentiality expectations
I understand and agree that:
Information about children, parents/carers, families, colleagues or other people connected with ECCC must be treated as confidential.
I will only access information that I need in order to carry out my role.
I will not discuss children, families, staff or confidential Centre matters with friends, relatives or other people outside ECCC.
I will not discuss confidential or sensitive information in public places, including shops, cafés, public transport or other places where conversations may be overheard.
I will take care when discussing information within ECCC and will only share it with colleagues who need the information in order to carry out their role.
I will not share information about one family with another family.
I will not disclose confidential information about colleagues or workplace matters outside the appropriate professional processes.
I will not photograph, copy, screenshot, download, forward or otherwise retain confidential ECCC information on a personal phone, personal device, personal email account, messaging application, cloud-storage account or other unauthorised system.
I will not post, comment on, discuss or refer to identifiable children, families, colleagues or confidential ECCC matters on social media or through private messaging groups.
Photographs, video, observations, records and other information about children will only be created, accessed and shared using authorised ECCC devices and systems and for an agreed professional purpose.
I will protect passwords, documents, screens, files and records from unauthorised access and will not allow another person to use my account or login.
I will not remove confidential records or information from ECCC unless this has been specifically authorised as part of my role and appropriate security arrangements are in place.
Information gained through my role remains confidential after I leave ECCC. Leaving employment, placement or volunteering does not end my duty of confidentiality.
3. Safeguarding and appropriate information sharing
I understand that confidentiality does not mean keeping information secret where a child or adult may be at risk of harm.
If I receive information, observe something or become concerned about a child's welfare or safety, I will follow ECCC's Safeguarding / Child Protection procedures and share the information promptly with the appropriate safeguarding lead.
I will not investigate the concern myself or discuss it with people who do not need to know.
I understand that there may be other circumstances where ECCC is legally required or professionally justified in sharing information with relevant agencies. Such decisions will be made through the appropriate ECCC procedures.
4. Professional conduct and the reputation of ECCC
I understand that, as a member of staff, I have a responsibility to behave in a way that maintains public confidence in Ely & Caerau Integrated Children's Centre and the services it provides.
I will:
speak about ECCC, its children, families, colleagues and partner organisations in a respectful and professional manner;
not make, publish or share comments that I know to be false, misleading, malicious, defamatory or likely to cause unjustified damage to the reputation of ECCC, Cardiff Council, colleagues or the families we work with;
not use social media, messaging groups or other public or private forums to air workplace grievances or make inappropriate comments about ECCC, its staff, children or families;
raise concerns, disagreements or complaints through the appropriate ECCC or Cardiff Council procedures rather than discussing them inappropriately outside the workplace.
This does not prevent me from raising genuine concerns about safeguarding, unsafe practice, wrongdoing or other serious matters. Such concerns should be reported through ECCC's safeguarding, whistleblowing, grievance or other appropriate procedures.
5. Concerns or accidental breaches
If I accidentally disclose, lose, send, access or share confidential information incorrectly, I will report this immediately to my line manager or senior manager.
I understand that attempting to conceal a confidentiality or data-security breach may make the matter more serious.
If I am unsure whether I am permitted to share information, I will check before sharing it.
6. Breaches of confidentiality
I understand that unauthorised disclosure or misuse of confidential information may:
compromise the safety, privacy or dignity of a child, family member or colleague;
damage trust between ECCC and the families and communities it serves;
constitute a safeguarding or data-protection breach; and
result in management or disciplinary action and, where appropriate, referral to relevant external agencies.
The response to any breach will take account of its seriousness, circumstances, impact and whether it was accidental, negligent, deliberate or repeated.
7. 2026 NMS links
This declaration is not required as a standalone document by a single NMS standard. However, it directly supports ECCC's compliance with the following standards:
NMS Standard 5 – Records – supports secure and confidential handling of records and personal information.
NMS Standard 13 – Suitable person – supports induction, ongoing supervision and clear expectations of professional staff conduct.
NMS Standard 20 – Safeguarding – reinforces staff responsibility to report safeguarding concerns promptly and share information appropriately.
8. Related ECCC policies and procedures
Confidentiality / Data Protection Policy
Safeguarding / Child Protection Policy
Personal Devices, Mobile Phones & Wearable Technology Policy
Social Media Policy
Whistleblowing Policy / Cardiff Council whistleblowing arrangements
Staff Code of Conduct and disciplinary procedures
9. Staff declaration
I confirm that I have read and understood this Staff Confidentiality Agreement and Declaration. I understand my responsibility to maintain confidentiality and to share information only where there is a legitimate professional, safeguarding or legal reason to do so. I agree to follow the ECCC policies and procedures referenced above.
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