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South Lake Primary School
South Lake Nursery 
ADMISSION AND CONTACT FORM 
A nursery place at South Lake Primary does not guarantee a place at South Lake School.  Applications for South Lake School must be made through the Local Authority when your child reaches school age to enter Reception Classes

Child’s Name: ________________________________
If you are requesting a 15 hour or 30 hour place, please tick below:

[image: image4.jpg]


       15 Hours or  30 Hours     (please tick - subject to availability and eligibility)
Working Families Entitlement Code needed for children who have just turned three up until the term after they are three and for all 30 hour places.   
THIS MUST BE COMPLETED AND RETURNED TO THE SCHOOL OFFICE BEFORE YOUR CHILD STARTS SCHOOL 

OFFICE USE ONLY: 

PUPIL’S NAME: ………………………………………………………….

CHECKED BY: …………………………………………………………...

                      Birth Certificate     (         Proof of address (
                      Passport

      (      
ADMISSION NO: …………………………………………………………

UPN: ……………………………………………………………

INTAKE:  ...................................
If you require any help with filling this booklet in, please contact the school office who will be very happy to help you. 

SECTION 1: PUPIL DETAILS

LEGAL FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   MIDDLE NAME(S): _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

LEGAL SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

PREFERRED SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _    PREFERRED FORENAME: _ _ _ _ _ _ _ _ _ _ _ _

DATE OF BIRTH: __ __ / __ __ / __ __ __ __            GENDER: MALE / FEMALE


HOME ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _POST CODE: _ _ _ _ _ _ _ _ _ _ _
TELEPHONE: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                EMAIL _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

SECTION 2: PARENTAL RESPONSIBILITY

Please give details of at least 2 contacts who have responsibility, as this is now a statutory requirement.  Should the school need to contact an adult during the school day we will call those with parental responsibility first, in the order given below.
TITLE: MR / MRS / MISS / MS / DR
FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  RELATIONSHIP TO CHILD: _ _ _ _ _ _ _ _ _ _ _ _

ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

POST CODE: _ _ _ _ _ _ _ _ _ _ _ _     EMAIL: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

NATIONAL INSURANCE NUMBER:-_ _ _ _ _ _ _ _ _ _ _ _ _ _    D.O.B. _ _ _ _ _ _ _ _ _ _ _

This information will only be used to ascertain your child's eligibility for Pupil Premium

TEL: HOME: _ _ _ _ _ _ _ _ _ _ _ _ MOBILE: _ _ _ _ _ _ _ _ _ _ _ _ WORK: _ _ _ _ _ _ _ _ _ _ _

 The school sometimes uses text messages as a means of communication.  Please note

  that the mobile number listed above will be the number which text messages are sent to.

 TITLE: MR / MRS / MISS / MS / DR
FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  RELATIONSHIP TO CHILD: _ _ _ _ _ _ _ _ _ _ _ 

 ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 POST CODE: _ _ _ _ _ _ _ _ _ _ _ _     EMAIL: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

NATIONAL INSURANCE NUMBER:-_ _ _ _ _ _ _ _ _ _ _ _ _ _    D.O.B. _ _ _ _ _ _ _ _ _ _ _

This information will only be used to ascertain your child's eligibility for Pupil Premium

TEL: HOME: _ _ _ _ _ _ _ _ _ _ _ MOBILE: _ _ _ _ _ _ _ _ _ _ _ _ WORK: _ _ _ _ _ _ _ _ _ _ _ _ 

Has your child been:- Please tick if applicable
□ ADOPTED
□ IN FOSTER CARE        □ CARED FOR UNDER SPECIAL GUARDIANSHIP
SECTION 2 continued: PARENTAL RESPONSIBILITY

SEPARATED PARENTS/GUARDIANS

The Education Act requires that the school holds information of all parents and guardians who have contact with the child.  In the case of broken relationships it is necessary to hold information on the parent/guardian no longer living with the child if contact is being maintained.

TITLE: MR / MRS / MISS / MS / DR
FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _






SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

RELATIONSHIP TO CHILD: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

DOES THIS PERSON HAVE PARENTAL RESPONSIBILITY?
( Yes
   ( No

ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

POST CODE: _ _ _ _ _ _ _ _ _ _ _ _     EMAIL: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

TELEPHONE:

 HOME: _ _ _ _ _ _ _ _ _ _ _ _ MOBILE: _ _ _ _ _ _ _ _ _ _ _ _ _ WORK: _ _ _ _ _ _ _ _ _ _ _ _ _

PLEASE NOTE:  once your child has started at South Lake we will make contact with this parent.  They will be asked if they require to be kept informed with newsletters, invites to parent interviews and school performances etc.

SECTION 3: EMERGENCY CONTACTS

Occasionally during the course of the school day we need to make contact with an adult, especially if a child is unwell.  In the first instance we will always contact the parents in the order listed on page 3.  Please list below anyone else who you would like us to contact should neither parent be available.  This could be another family member, a childminder, or a friend.  It would be extremely useful to the school if this person was in reasonably close proximity to the school, was usually available during the school day and is happy to collect your child from school should the need arise.  Persons listed below must be over 18 years of age.
Additional CONTACT: (other than Parents)
TITLE: MR / MRS / MISS / MS / DR
FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _





SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
RELATIONSHIP TO CHILD: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

POST CODE: _ _ _ _ _ _ _ _ _ _ _ _

TELEPHONE:

 HOME: _ _ _ _ _ _ _ _ _ _ _ _ MOBILE: _ _ _ _ _ _ _ _ _ _ _ _ _ WORK: _ _ _ _ _ _ _ _ _ _ _ _ _

Additional CONTACT:

TITLE: MR / MRS / MISS / MS /DR
FORENAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _





SURNAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
RELATIONSHIP TO CHILD: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
POST CODE: _ _ _ _ _ _ _ _ _ _ _ _

TELEPHONE:

 HOME: _ _ _ _ _ _ _ _ _ _ _ _ MOBILE: _ _ _ _ _ _ _ _ _ _ _ _ _ WORK: _ _ _ _ _ _ _ _ _ _ _ _ _

SECTION 4:  FAMILY

Details of other children in the family who attend South Lake Primary School:
NAME _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                  CLASS _ _ _ _ _ _ _ _ _ _ _ _ _ 

NAME _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                  CLASS _ _ _ _ _ _ _ _ _ _ _ _ _ 

NAME _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                  CLASS _ _ _ _ _ _ _ _ _ _ _ _ _ 

NAME _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                  CLASS _ _ _ _ _ _ _ _ _ _ _ _ _ 

SECTION 5: EMERGENCY CONSENT
Parents’ signature

We agree to the Headteacher or trained member of staff allowing urgent medical attention to my child in the case of being unable to contact us.

Signed: _____________________________ Parent/Guardian        Date _ _ _ _ _ _ _ _ _ _ _ _ _
CHILD’S NHS NUMBER _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

SECTION 6: DIETARY NEEDS

Please tick below any box which applies to your child for medical or religious reasons:-
( Kosher


( Halal


                  ( No Gluten
( No Fish


( No Artificial Colouring
    ( No Beef or Beef products

( No Cheese


( No Chicken /Turkey/other poultry          ( No Dairy Produce
( No Eggs


( No Nuts (any type)

                  ( No Pork or Pork products

( No Seafood




Is your child a vegetarian
( Yes

( No

Please note, if your child has specific requirements that need to be catered for by Dolce, you will need to notify them when registering for school meals. 
SECTION 7: MEDICAL INFORMATION

DOCTOR’S DETAILS:

NAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
TELEPHONE: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Please give details of any medical condition that the school should be aware of.  This includes any regular medication your child needs, any allergies that require life saving injections (please give details of cause of allergy and antidote drug), asthma, eczema, etc.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

SECTION 8: ETHNICITY
Our ethnic background describes how we think of ourselves.  This may be based on many things, including for example, our skin colour, language, culture, ancestry or family history.  Ethnic background is not the same as nationality or country of birth.  Please study the list below and tick one box only to indicate the ethnic background of the child.

This information was provided by:
( Parent






( Child

WHITE




( British






( Irish






( Traveller of Irish Heritage






( Gypsy / Roma






( Any other White Background

MIXED




( White and Black Caribbean






( White and Black African






( White and Asian






( Any other Mixed Background

ASIAN OR ASIAN BRITISH

( Indian






( Pakistani






( Bangladeshi






( Any other Asian Background

BLACK OR BLACK BRITISH

( Caribbean






( African






( Any other Black Background






( CHINESE






( ANY OTHER ETHNIC GROUP
( I do not wish any ethnic background category to be recorded

(Any information you provide will be used solely to compile statistics on the school careers and experiences of pupils from different ethnic backgrounds, to help ensure that all pupils have the opportunity to fulfil their potential.  These statistics will not allow individual pupils to be identified).
Please see the section at the end of this booklet for reasons why this data is collected.

SECTION 9: FIRST, HOME LANGUAGE & RELIGION
Please state your child’s home language (the language they normally speak at home).
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Please state your child’s first language (the language they first learned to speak after they were born).  If they learned to speak two or more languages at the same time, please record the language other than English.
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Family/Child’s religion - please tick one box
( Buddhist



( Christian


( Hindu
( Jewish



( Muslim


( Sikh
( Other Religion


( No Religion




( I do not wish any religion to be recorded
SECTION 10: Photographic Consent
Photographs are taken in school of all children for, for instance, school records, in-school displays, class photos and art activities. 
We are required to ask for your consent for any photos that will be reproduced and published, e.g. on a website, in social media/the press or in a school newsletter.

I consent to photographs of my child being published as above.




Yes

OR


No
Name of child _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _           Signature of Parent _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date _ _ _ _ _ _ _ _ _  
SECTION 12: Nursery / Preschool history
Please give the details of any playgroup, nursery or school your child has attended.
( Playgroup

( Nursery

( School

( None

NAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

POST CODE: _ _ _ _ _ _ _ _ _ _ _ _

TEL: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
SECTION 13: OTHER INFORMATION

Please use this section to tell us about anything you feel is relevant to your child’s education and welfare at school.  Please detail if your child is, or has been referred to professionals such as a Paediatrician, CAMHS, Speech and Language or any information for us to know relating to your child’s education and welfare.
SECTION 14: PARENT/GUARDIAN SIGNATURE

Please read the statement below and sign.

I, having parental responsibility of the child stated in section 1 of this Pupil Information/Authorisation Booklet, have completed all sections accurately to the best of my knowledge and, where appropriate, give my consent or agreement as required.
Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
Date: _ _ _ _ _ _ _ _ _ _ _ _ _
Name: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

From January 2025 South Lake Nursery class will be called Cygnets and children can start with us in the term they are three.  We are also going to be offering for our families to use their 15-hour government funded sessions and top this up by paying for additional payable sessions.  We have explained this in more detail below.

	Child’s age
	What are my options

	As soon as your child turns 3
	Government code needed for working family entitlement for 15 hours

or

Paid sessions 

	Term after your child is 3  
	15 hours government funded 

or a code is needed for 30 hours funding 

or 15 hours funded + additional paid sessions


For your child to join us in the term they are three we would need a working family entitlement code from HMRC issued and valid on 31st August /31st December /31st March for the relevant following term, even if they start later in the term.  

The term after they turn three you are then entitled to 15 hours funded sessions which is 3 hours 5 days a week term time only.  30 hours may also be available should you be eligible (please check with HMRC), and again you provide a code to us before the start of the following term.

How do the additional payable sessions work?

If your child attends either a morning or afternoon session and you would like them to attend all day you can, from January 2025 book and pay for the additional session and lunch club.  This means that your child could attend our nursery from 08:30am to 15:30pm.

How much does this cost?

	AM Session  08:30-11:30
	£20.00 per session

	PM Session  12:30-15:30
	£20.00 per session

	Lunch Club for additional sessions only  11:30-12:30

Hot school Dinner payable to School Grid/Dolce
	£5.50 per session (if you bring a packed lunch)

£2.68 per day 

	Breakfast Club 07:50-08:50
	£5.50 per session

	After School Club 

15:15-1800 (Mon-Thurs)

15:15-17:30 (Fri)
	£11.00 per session


Example costing;

AM or PM session plus lunch club = £25.50 (if you bring a packed lunch)

AM or PM session plus lunch club = £25.50 + £2.68 (if you would like your child to have a hot school dinner)

Is there a deadline for when I can book a session?

Yes the cut off is 48 hours beforehand so that we can ensure our staffing ratios are correct. 

How do I book and pay for additional sessions

You will be able to book and pay for additional sessions through your Arbor App.  [image: image1.png]& Arbor



 

These must be booked by 48 hours beforehand.On your child’s home screen, please register for the sessions shown as Additional Payable sessions Nursery AM or Additional payable sessions PM .  Once you have clicked ‘register your child’ for either session you will then be able to select the session you need as long as you have topped up your extended day account with funds to be available.

If you are paying by childcare vouchers (for the session, lunch club and breakfast and afterschool club only) please request the amount needed before booking, a screen shot can be emailed to us should you wish to show us you have requested the vouchers, please email this to extendedday@southlake.wokingham.sch.uk
How can I cancel a session if my child is no longer attending? 
Sessions must be cancelled 48 hours prior, a full charge of £20.00 will be applied to a session cancelled within 48 hours.  To cancel a session please email extendedday@southlake.wokingham.sch.uk
21st March 2025

Changes to Pricing Structure in Response to New Guidance – South Lake Nursery
As you may be aware, the Department for Education has introduced new guidelines aimed at eliminating "artificial breaks" within funded hours, such as a gap between morning and afternoon sessions. This change is part of an effort to provide greater flexibility and convenience for families, making early years education more accessible and aligned with the needs of both children and parents.  This is a change that has come in very suddenly and we are required to put it into place by the beginning of April.

What Does This Mean for You?

In order to comply with these new guidelines, we will be adjusting our session times and pricing structure as follows:

Pricing for 30-hours children: 

Current Arrangements:

8:30 am – 3:30 pm with a chargeable lunch club from 11:30 – 12:30 at £5.50 per day (plus a charge for a hot school lunch should you wish).

New Arrangements, from the week beginning March 31st 2025:

Our continuous session hours will now be from 8.30 am through to 2:30 pm for your six hours per day funded sessions.  

The lunch period will now be included within this time.

You will have the option to collect your child at 2.30 pm. or pay for an additional hour from 2:30 pm – 3:30 pm. This will cost £5.50 per session.  

The current charge for attending lunch club will no longer be made and it is optional to you as to whether you collect your child at 2.30 pm or pay for an additional hour to extend your hours through to 3:30 pm.  

Option 1

8:30 am – 2.30 pm – Collect your child at 2.30 pm (no charge for 6 hours, optional hot school dinner - £2.68)

Option 2

8:30 am – 15:30 – Charge of £5.50 for the hour from 2.30 pm – 3.30pm (plus optional hot school dinner - £2.68)

This is explained further in the table below.
	Description
	Currently
	From March 31st 2025

	Free entitlement hours – 15 hours per week.

8.30 – 11.30 or 12.30 – 3.30.
	Free
	Free

	Free entitlement hours 30 hours per week subject to eligibility criteria and a valid termly eligibility code from HMRC  
	Free

8:30 am – 3:30 pm with a chargeable lunch club from 11:30 – 12:30 at £5.50 per day
	Free

8.30 am to 2.30 pm



	From March 31st 2025 an additional optional hour 2.30 pm – 3.30 pm for 30 hour families 
	N/A
	£5.50

	Lunch session 
	£5.50

 (plus school lunch cost if required)
	Free

 (plus school lunch cost if required)



	Additional 3 hour session for 15 hour children
	£20.00
	£20.00

	Optional Breakfast Club 7:50 am – 8:30 am
	£5.50
	£5.50

	Optional After School Club – Monday – Thursday 3:30 pm – 18:00 pm

Friday 3:30 pm – 5.30 pm
	£10.00
	£10.00


	POLICY TYPE: PRESCRIBED 

ACTION: FOR SCHOOL ADOPTION
	[image: image2.png]
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	PRIVACY NOTICE – PRIMARY AGED CHILDREN


	


PRIVACY NOTICE FOR PUPILS ATTENDING AN ORCHARD LEARNING ALLIANCE ACADEMY

Our school (the Academy) collects a lot of data and information about our pupils so that we can run effectively as a school.  This privacy notice explains how and why we collect pupils’ data, what we do with it and what rights parents and pupils have.

The School is an school within the Orchard Learning Alliance, a multi academy trust.  OLA MAT is a charitable company limited by guarantee (registration number 09620043) whose registered office is Waingels Road, Woodley, Reading, Berkshire, RG5 4RF.  

The OLA MAT is the Data Controller for all the academies within the Trust. 

The Data Protection Officer for the OLA MAT is:


Mustafa Vural
Operations Manager

dpo@orchardlearningalliance.com 

The Data Protection Lead at each school can be found by contacting the school office.

Why do we collect and use pupil information?


We collect and use pupil information under the following lawful bases:


a. where we have the consent of the data subject (Article 6 (a));

b. where it is necessary for compliance with a legal obligation (Article 6 (c));

c. where processing is necessary to protect the vital interests of the data subject or another person (Article 6(d));

d. where it is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in the controller (Article 6 (e)).


Where the personal data we collect about pupils is sensitive personal data, we will only process it where:


a. we have explicit consent; 


b. processing is necessary to protect the vital interests of the data subject or of another natural person where the data subject is physically or legally incapable of giving consent; and / or

c. processing is necessary for reasons of substantial public interest, on the basis of Union or Member State law which shall be proportionate to the aim pursued, respect the essence of the right to data protection and provide for suitable and specific measures to safeguard the fundamental rights and the interests of the data subject.
Please see our GDPR Policy for a definition of sensitive personal data.


We use the pupil data to support our statutory functions of running a school, in particular:


a. to decide who to admit to the school;

b. to maintain a waiting list;

c. to support pupil learning;

d. to monitor and report on pupil progress;

e. to provide appropriate pastoral care;

f. to assess the quality of our services;

g. to comply with the law regarding data sharing;

h. for the protection and welfare of pupils and others in the school;

i. for the safe and orderly running of the school;

j. to promote the school;

k. to communicate with parents / carers;

l. in order to respond to investigations from our regulators or to respond to complaints raised by our stakeholders;

m. in connection with any legal proceedings threatened or commenced against the school


The categories of pupil information that we collect, hold and share include:

· Personal information (such as name, unique pupil number and address);

· Characteristics (such as ethnicity, language, medical conditions, nationality, country of birth and free school meal eligibility); Attendance information (such as sessions attended, number of absences and absence reasons)

· Behaviour records, including exclusions (if relevant) records about attainment, assessment information, information about special needs (if relevant);

We collect information about pupils when they join the school and update it during their time on the roll as and when new information is acquired.

Collecting pupil information

Whilst the majority of pupil information you provide to us is mandatory, some of it is provided to us on a voluntary basis. In order to comply with the General Data Protection Regulation, we will inform you whether you are required to provide certain pupil information to us or if you have a choice in this. Where appropriate, we will ask parents for consent to process personal data where there is no other lawful basis for processing it, for example where we wish to use photos or images of pupils on our website or on social media to promote school activities or if we want to ask your permission to use your information for marketing purposes.  Parents / pupils may withdraw consent at any time.

In addition, the School also uses CCTV cameras around the school site for security purposes and for the protection of staff and pupils.  CCTV footage may be referred to during the course of disciplinary procedures (for staff or pupils) or to investigate other issues.  CCTV footage involving pupils will only be processed to the extent that it is lawful to do so.  Please see our CCTV policy for more details.


Storing pupil data


A significant amount of personal data is stored electronically, for example, on our MIS database.  Some information may also be stored in hard copy format.

Data stored electronically may be saved on a cloud-based system which may be hosted in a different country.

Personal data may be transferred to other countries if, for example, we are arranging a school trip to a different country.  Appropriate steps will be taken to keep the data secure.

Who do we share pupil information with?


We routinely share pupil information with:


· Parents / carers (as defined in the Education Act 1996);

· schools that pupils attend after leaving us;

· our local authority;

· a pupil’s home local authority (if different);

· the Department for Education (DfE); 

· school local governors / trustees;

· the central team at OLA MAT;

· exam boards

From time to time, we may also share pupil information other third parties including the following:


· the Police and law enforcement agencies;

· NHS health professionals including the school nurse, educational psychologists, 

· Education Welfare Officers;

· Courts, if ordered to do so;

· the National College for Teaching and Learning;

· the Joint Council for Qualifications;

· Prevent teams in accordance with the Prevent Duty on schools;

· other schools, for example, if we are negotiating a managed move and we have your consent to share information in these circumstances;

· Trust Officers at the Orchard Learning Alliance Trust Board for the purposes of receiving educational support;

· the school chaplain;

· our HR providers, for example, if we are seeking HR advice and a pupil is involved in an issue;

· our legal advisors;

· our insurance providers

Some of the above organisations may also be Data Controllers in their own right in which case we will be jointly controllers of your personal data and may be jointly liable in the event of any data breaches.  


In the event that we share personal data about pupils with third parties, we will provide the minimum amount of personal data necessary to fulfil the purpose for which we are required to share the data.

Why we share pupil information

We do not share information about our pupils with anyone without consent unless the law allows us to do so.


We share pupils’ data with the Department for Education (DfE) on a statutory basis. This data sharing underpins school funding and educational attainment policy and monitoring.


We are required to share information about our pupils with the (DfE) under regulation 5 of The Education (Information About Individual Pupils) (England) Regulations 2013.


Data collection requirements:

To find out more about the data collection requirements placed on us by the Department for Education (for example; via the school census) go to https://www.gov.uk/education/data-collection-and-censuses-for-schools.

The National Pupil Database (NPD)

The NPD is owned and managed by the Department for Education and contains information about pupils in schools in England. It provides invaluable evidence on educational performance to inform independent research, as well as studies commissioned by the Department. It is held in electronic format for statistical purposes. This information is securely collected from a range of sources including schools, local authorities and awarding bodies. 

We are required by law, to provide information about our pupils to the DfE as part of statutory data collections such as the school census and early years’ census. Some of this information is then stored in the NPD. The law that allows this is the Education (Information About Individual Pupils) (England) Regulations 2013.

To find out more about the pupil information we share with the department, for the purpose of data collections, go to:  https://www.gov.uk/education/data-collection-and-censuses-for-schools.

To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information.

The department may share information about our pupils from the NPD with third parties who promote the education or well-being of children in England by:

· conducting research or analysis

· producing statistics

· providing information, advice or guidance

The DfE has robust processes in place to ensure the confidentiality of our data is maintained and there are stringent controls in place regarding access and use of the data. 

Decisions on whether DfE releases data to third parties are subject to a strict approval process and based on a detailed assessment of:

· who is requesting the data;

· the purpose for which it is required;

· the level and sensitivity of data requested; and 

· the arrangements in place to store and handle the data. 

To be granted access to pupil information, organisations must comply with strict terms and conditions covering the confidentiality and handling of the data, security arrangements and retention and use of the data.

For more information about the department’s data sharing process, please visit: 

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 

For information about which organisations the department has provided pupil information, (and for which project), please visit the following website: https://www.gov.uk/government/publications/national-pupil-database-requests-received
To contact DfE: https://www.gov.uk/contact-dfe

Requesting access to your personal data


Under data protection legislation, parents and pupils have the right to request access to information about them that we hold (“Subject Access Request”).  Where a child does not have the maturity to make their own requests for personal data, parents may do so on their behalf in a primary school setting.  To make a request for your child’s personal data, or be given access to your child’s educational record, contact the DPO or Academy Data Protection Lead although any written request for personal data will be treated as a Subject Access Request. 

Subject to the section below, the legal timescales for the School to respond to a Subject Access Request is one calendar month.  As the School has limited staff resources outside of term time, we encourage parents / pupils to submit Subject Access Requests during term time and to avoid sending a request during periods when the School is closed or is about to close for the holidays where possible.  This will assist us in responding to your request as promptly as possible.  

For further information about how we handle Subject Access Requests, please see our GDPR Policy.

Parents of pupils who attend academies have a separate statutory right to receive an annual written report setting out their child’s attainment for the main subject areas which are taught.  This is an independent legal right of parents rather than a pupil’s own legal right which falls outside of the GDPR, therefore a pupil’s consent is not required even a pupil is able to make their own decisions in relation to their personal data, unless a court order is in place which states otherwise.

The term “parent” is widely defined in education law to include the natural or adoptive parents (regardless of whether parents are or were married, whether a father is named on a birth certificate or has parental responsibility for the pupil, with whom the pupil lives or whether the pupil has contact with that parent), and also includes non-parents who have parental responsibility for the pupil, or with whom the pupil lives.  It is therefore possible for a pupil to have several “parents” for the purposes of education law.


You also have the right to:


· object to processing of personal data that is likely to cause, or is causing, damage or distress;

· prevent processing for the purpose of direct marketing;

· object to decisions being taken by automated means;

· in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and

· claim compensation for damages caused by a breach of our data protection responsibilities.

If you have a concern about the way we are collecting or using your personal data, you should raise your concern with us in the first instance or directly to the Information Commissioner’s Office at https://ico.org.uk/concerns/.

DATA PROTECTION OFFICER

We have appointed a data protection officer (DPO) to oversee compliance with this privacy notice. 


If you would like to discuss anything in this privacy notice, please contact the School Data Protection Lead or the Trust Data Protection Officers detailed on Page 1 of this privacy notice.

You have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection issues.


You can contact the Information Commissioners Office on 0303 123 1113 or via email https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF.

CHANGES TO THIS PRIVACY NOTICE

We reserve the right to update this privacy notice at any time, and we will provide you with a new privacy notice when we make any substantial updates. 

We may also notify you in other ways from time to time about the processing of your personal information.

What session and funding options are available to me?
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