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Confidentiality
Student information should be shared only on a “need-to-know” basis for educational purposes only.  Every student in the school has a cumulative file.  These files are confidential, and should be kept in a locked drawer.  Because there is no legal place to store these files, districts store and administer access to these files in several different ways.   
· Many elementary schools give a student’s file to the general education teacher for the school year.  The downfall of this method is that they may not always be locked or supervised; however, the teacher has quick access to a file at any time.  
· Other schools, such as Fillmore Central Elementary, keep these files in the main office or the principal’s office.  This method ensures that the files are locked in a fireproof cabinet at all times, and anyone needing access to a file needs permission from an administrator.  It safeguards the files; however, a teacher needs to seek out the file to find out more about a student.  

· Other districts may safeguard these files by having them stored in a specific location where teachers can sign out a file and then sign it back in when they are finished.  Often times the files are not allowed to leave the room.  This again ensures limited and documented access of the files, and that they are locked in a cabinet at all times. 

· At a secondary level, most cumulative files are stored either in the main office or guidance office.  Teachers need to seek out these files when needing more information on a student in one of their classes, however the files are again locked when not in use. 

Special education files, like cumulative files, are confidential, and these files must be locked in a cabinet.  The special education files contain a student’s IEP and many other documents.  The special education teacher requires access to these files, and often times these files will be kept in a locked drawer in the special education teacher’s office.  The special education teacher determines who needs to have information regarding special education students.  In most cases, relevant information from a student’s IEP will be shared with other building faculty and staff who are in direct contact with that student, and would require more information regarding that student.  These faculty and staff members may not need to know all of the information about a student.  For instance, a playground supervisor most likely does not need to know about a student who struggles in math class, however, they may need to know about behavioral issues with that student.  Examples of other faculty and staff who may need to know more about a student include: 

· student’s general education teacher
· specialty teachers

· student’s bus driver

· playground supervisors

· gym teacher
· music teacher

· paraprofessionals

· librarian

Information regarding students should be shared in a private manner, and never through email.  One option for providing information to others is on a written summary sheet.  Along with this summary sheet should be a reminder about the confidentiality of the information and a notice that it needs to be destroyed when it is no longer needed. The special education teacher may even collect the summary sheets again at the end of the year to ensure they are properly destroyed.  If information is shared verbally, it should be behind closed doors, never in the teacher’s lounge or hallway. 
Mandatory Reporting
All educators are mandated reporters by law in the state of Minnesota.  This means that if you have any suspicion of neglect or abuse within the last three years, you must legally report it within 24 hours of having that suspicion.  It is important to note that you do not need to have proof of the neglect or abuse, just a suspicion.  Suspected neglect or abuse would include: 

· Sexual Abuse

· Physical Abuse

· Neglect

· Mental Injury or Emotional Abuse

· Threatened Injury or Abuse

· Prenatal Exposure to Controlled Substances

In the state on Minnesota, mandated reporters report to the county in which the incident occurred.  In most counties, you can find more information in the local phone book – the department is usually called “Child Intake” or “Child Protection.” You can also contact local law enforcement to find out where to report an incident or suspicion.  After your oral report, you should follow up with a written report within 24 hours.  
It is also important to note that the person who observes the incident or suspicion needs to call in the report.  As a reporter, your identity remains confidential; however, you may request information on the results of your report.  As a courtesy, you should let your principal know that you have made a report as law enforcement may come to the school at any time to talk to a student about the incident.  

Finally, for your own safety, it is important that you do not let the family know that you called in a report, especially if you are reporting something about another family member.  If confronted, never admit that you made the report, simply stand behind the fact that you and the rest of the staff at the school and others in the community are mandated reporters.  Most importantly, always remember that if you are in doubt about whether or not to call in a report, always call.  
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