
Quick start guide 

Getting started with Confidentiality 



Confidentiality in Provision Maps  
 
Provision Map allows you to create confidential plans and provisions for sensitive pupil 
information. 
 
Confidential resources in Provision Map are hidden to other users by default, unless they 
have otherwise been granted access to the information. 

Confidentiality access 
 
To view confidential information on Provision Maps, the 
Provision Map admin user must tick the View 
confidential documents checkbox for a user’s account on 
the staff details page. 
 
The school admin can access the staff details page by 
hovering the mouse over the Admin tab and selecting 
Staff Details. 

Users without access 
 
If a user does not have this 
permission, confidential plans will 
show up with an unselectable 
padlock icon, whereas confidential 
provisions will not be visible to 
them at all. 

Enabling the permission 
 
They must then locate the 
user’s account in the list of 
Provision Map user accounts 
and tick the View confidential 
documents permission.  
 
 



Create a confidential plan 
 
To create a confidential Learning Plan, simply create a plan as you normally would. Ticking the 
Confidential checkbox ensures that the plan is confidential and only accessible to users who 
can view confidential files, as well as school administrators. 

Sharing a confidential plan 
 
You can share confidential plans with select colleagues by clicking on the share button 
underneath the confidential checkbox. 

Selecting a staff member on this list will grant them access to the confidential document. If 
the staff member does not have the view confidential files permission for their account, they 
will only be granted access to this confidential resource. 



Create a confidential provision 
 
To create a confidential Provision, begin by simply creating a Provision as you normally 
would. Ticking the Confidential checkbox underneath the provision details ensures that the 
provision is confidential and only accessible to users who can view confidential files, as well 
as school administrators. 

Sharing a confidential provision 
 
You can share confidential provisions with select colleagues by clicking on the share button 
underneath the confidential checkbox. 

Selecting a staff member on this list will grant them access to the confidential document. If 
the staff member does not have the view confidential files permission for their account, they 
will only be granted access to this confidential resource. 



Confidential files 
 
You can upload confidential files 
to a plan or a provision. When 
accessing a plan or provision, 
select upload a confidential file 
under the files heading and 
upload a file as you normally 
would. 

Sharing Confidential 
files 
 
To share a confidential file, 
click on the person icon 
next to your uploaded 
confidential file. 

You will then be presented with the confidential sharing pop up, where you are able to select 
the teachers who are able to view the confidential file. 



Including confidential information within your reports 
 
When generating reports within Provision Maps, you can choose whether or not to include 
confidential provisions  

To generate a 
report, mouseover 
the Reports option 
in the menu bar 
and select the 
report type of 
your preference. 

Once you have selected a primary breakdown for your report, you will be given options to 
include additional information. Ticking the include confidential provisions checkbox will take 
confidential provisions into account when generating each report.  



Further support  

 
Please do not hesitate to get in touch if you need more support 

or training. support@edukey.co.uk 

 

 

 
 

 

This system quickly assesses the literacy 
standards of groups of pupils & tracks progress 
over time. 

School Robins is a powerful communications tool 
designed for school leaders. It removes the paper 
trail of round robins. 

www.literacyassessment.co.uk 

www.schoolrobins.com 

Our Products 

www.classcharts.com 
 
Class Charts offers an easy solution to seating 
plans and behaviour management , reducing the 
workload for teachers.  
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