MALMESBURY SCHOOL 
 [image: image3.jpg]



NAME__________________________
TUTOR GROUP_________
PLEASE UPDATE OUT OF DATE
INFORMATION ONLY AND
RETURN TO SCHOOL
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MALMESBURY SCHOOL - DATA ENTRY FORM

A charitable company limited by guarantee, registered in England & Wales, as The Athelstan Trust

Company No: 7699625

Please complete the form below and overleaf.  It is important that this information is accurate and kept up to date, as it may be needed in case of an emergency or illness.  The school is registered under the Data protection Act for holding personal data.  The school has a duty to protect this information and to keep it up to date.  The school is required to share some of the data with the Local Authority, the Department for Education, and other agencies.  Full details are in the school’s Privacy Notice.  

Legal forename:





Middle names: 

Legal surname:





Preferred surname: 
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Preferred forename:




(Where preferred surname is different to legal surname
please tick box confirming both adults with parental responsibility have agreed)
Date of Birth:





Male or Female:








Preferred pronoun:

Student’s Address: …………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………………..
Postcode: …………………………..



Home Telephone Number: …………………………………..
Dinner Arrangements – please tick one box only 
    

 School dinner – free
               School dinner paid
                 Sandwiches

  Home

Medical Information

Name of Doctor: ………………………………………………………………………………………………………………………………………..
Address of Doctor/Practice: ………………………………………………………………………………………………………………………..
Telephone Number of Doctor/Practice:……………………………………………………
Medical conditions or information that you wish the school to record: …………………………………………………………….
Educational History

School 


Address





Date of Admission
Date of Leaving

……………………………..
…………………………………………………………………
………………………..
…………………….

……………………………..
…………………………………………………………………
………………………..
…………………….

……………………………..
…………………………………………………………………
………………………..
…………………….

Travel Arrangements – please tick one box only
	Bicycle
	Dedicated School Bus
	Car
	Bus (Other)
	Taxi 
	Walks

	
	
	
	
	
	


Ethnicity: Ethnic origin: ………………………Home Language:………………………. First Language………………………………
Religion…………………………………………


Armed Forces family:  yes
    no
please tick as appropriate

If the student has any brothers or sisters currently in the school, please give the name(s) and year group(s) 

…………………………………………………………………………………………………………………………………………………………………………….
Signature(s) (Parent/Guardian) …………………………………………………………………………………………………

	NOW PLEASE ADD CONTACT DETAILS OVERLEAF 




Please give details below of parent(s), step-parent(s) or carer(s) who have parental responsibility, and live at the same address as the student: 

	Surname……………………………………………………………………………… 

Forename ……………………………………………..Title ……………………..

Contact Priority Number (e.g.1, 2)…………… Gender (F/M)…………
Home Tel. No: ……………………………………………………………………..

Mobile Tel. No: …………………………………………………………………….

Daytime Tel. No: (if different): ……………………………………………...

Day Place: …………………………………………………………………………..

Preferred e-mail address: ………………………………………………………

Relationship to student………………………………………………………….


	Surname……………………………………………………………………………. 

Forename ……………………………………………….. Title ……………….

Contact Priority Number (e.g.1, 2)………… Gender (F/M)…………

Home Tel. No: ………………………………………………………………..…

Mobile Tel No: ……………………………………………………................

Daytime Tel. No: (if different): ……………………………………………
Day Place: …………………………………………………………………………

Preferred e-mail address: ……………………………………………………

Relationship to student ………………………………………………………


Now please give details of any parent, who has parental responsibility, but who does not live with the student (please include address).

	Surname ……………………………………………………………………………..

Forename ……………………………………………………Title………………..

Home Address………………………………………………………………………

…………………………………………………………………………………………..

…………………………………………………………………………………………..

Contact Tel No: …………………………………………………………………..

Mobile Tel No: …………………………………………………………………….

Preferred e-mail address: ……………………………………………………

Relationship to student: ………………………………………………………..


	Please state if there are any COURT ORDERS in place restricting contact with your child?  Please give details below:

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………




Please give details in this box of local contacts (e.g., grandparent, neighbour, friend) who can be called upon in an emergency if you are not available. 

	Relationship  
	Name
	Home Phone
	Mobile Phone
	Daytime phone (if different)

	
	
	
	
	


Malmesbury School

I confirm that I have read, and discussed with my child as appropriate, the information provided in the school handbook.

I give my permission/accept the regulations as indicated below: (please tick appropriate boxes):
	
	YES
	NO

	Off site visits in the immediate locality (walking distance of school) during curriculum time.
	
	

	Participation in extra-curricular sports, which may require coach travel to and from neighbouring schools.
	
	

	Sharing with staff (at the SENCO’s discretion) Special Educational Needs & Disability information and Education Health & Care Plans 
	
	

	Access to in-school counsellors.
	
	

	Access to in-school careers advice.
	
	

	Acts of Collective Worship and SRE 

*Parents have a right to withdraw their child from acts of collective worship and Religious Education.  You do not have to give a reason for withdrawing your child, but must formally do so in writing. In addition, you have the right to withdraw your child from Sex and Relationship Education (SRE) lessons up until the age of 15. Our Relationships and Sex Education policy is available on the school website in the parents section.  Again, if you wish to withdraw your child from SRE, you must do so in writing.
	
	

	All data is collected in line with our Data Protection Policy and Privacy Notice. I have read and understood the Privacy Notice (included in this booklet).
	
	


You may change or withdraw your consent at any time by emailing admin@malmesbury.wilts.sch.uk

Signed______________________________________

Parent/Guardian of (Student’s name)__________________________________ Tutor Group__________

Date_________________________________

Consent for processing personal data

We use consent as our basis to process our pupil’s personal data in certain circumstances.  This form details the activities in which we use consent.  Please note there are certain activities where we do not use consent as the basis for processing data.  These are described in our Privacy Notices which can be found on our website (https://www.malmesbury.wilts.sch.uk/assets/Attachments/Privacy-Notice-Students-Parents-updated-April-2020.pdf) and which are available in hard copy form from the School Office.

Please also note:

· Unless you have given your express consent, we will never put a pupil’s full name alongside any published image. 

· Videos may be taken of lessons to support staff development; these may be seen by other teachers in school for staff training.

· We may also take photos/video of the pupil for identification purposes, and for evidencing their educational development.  Such data will sit on their file and not be shared unless the law requires us to do so, or you have given your specific consent.

· Where video or sound recording is required as part of an exam course for moderation purposes (such as (but not limited to) Drama, Dance, PE, etc.) consent is not required other than opting to choose to study the course.

· Parents / carers are welcome to take videos and photos of their children at school events for their own personal use.  However, to respect everyone’s privacy rights and in some cases protection, these images should not be published / made publicly available on social networking sites, nor should parents / carers comment on any activities involving other pupils in the images / footage.

· Websites and social media can be viewed throughout the world and not just in the United Kingdom, where UK law applies.  When images are posted on the internet, it is not possible to prevent others from reposting them.

· Additional and specific consent for use by external agencies/companies may be sought.

Please be aware you can withdraw consent at any time. If you have any queries or wish to withdraw, or review your consent you can contact  Emma-Jane O’Neill eoneill@malmesbury.wilts.sch.uk  or the school’s Data Protection Officer i-west@bathnes.gov.uk 

	Pupil Name
	


	We recommend you complete this form together with your child, so they are aware of how their data (for example photographs) may be used.
	YES, we consent
	NO, we do not consent

	For my/ my child’s images or video footage of my child to be used:

Internally:- 

i) in the school on activity boards, screens, reception area for promotional purposes.*

ii) to be used in printed materials such as the school newsletter or the school prospectus.

* this is separate to our statutory obligation to display work around the school, which may contain personal information.  We do not require your consent to do this.
	
	

	For my / my child’s images or video footage of my child to be used:

Externally: -

i) on social media: (Facebook, Twitter, and Instagram).**

ii) in the media (local / national press).  We will only print their name in exceptional circumstances, and with your permission.

** our social media accounts are public groups.
	
	

	For the school to contact me to obtain feedback on the school and how we can improve. 
	
	

	For the school to contact me with regards to activities, events and offers, for example PTA, friends of school, local groups, book offers.

Note: we will contact you to keep you up to date with school notices and information.  We do not require your consent to do this.
	
	

	We also use a third party as a school photographer.  They come into school, take pictures of your child (and their siblings), and pass them back to us.  We then distribute these proofs to you, so you can make a decision whether to purchase the photo directly from the photographer. The photographer’s information on data protection can be found here https://www.gillmanandsoame.co.uk/privacy-policy/ 


It is assumed that you (and each of you with parental responsibility for your child) have consulted with each other so far as the completion of this form and the giving of consents is concerned.

	Name of person completing this form
	
	Relationship to child
	

	Signed
	
	Date
	

	Signature of student
	
	Date
	


Privacy Notice for Malmesbury School

How we use student information

Malmesbury School processes personal information relating to our students and may receive information about them from their previous school, local authority and the Department for Education (DfE).

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

· Personal information (such as name, date of birth, unique learner number, contact number and address)

· Characteristics (such as ethnicity, language, nationality, country of birth, free school meal eligibility)

· Attendance information (such as sessions attended, number of absences and absence reasons)

· Special educational and welfare needs information

· Relevant medical and dietary information

· School history

· Assessment information

· Exclusions/behavioural information

· Post 16 learning information

· Photographs

Why we collect and use this information

We use the student data to: 

· to support our students’ learning

· to monitor and report on student progress

· to provide appropriate pastoral care

· to assess the quality of our services

· to comply with the law regarding data sharing

· marketing, publishing exam results

The lawful basis on which we use this information

We will only collect and use your information when the law allows us to. Most often, we will use your information where:
· We need to comply with the law (for example the Education Act 1996)

· We need to use it to carry out a task in the public interest (in order to provide you with an education)

Sometimes, we may also use your personal information where:

· You have given us permission to use it in a certain way (for example the use of biometric data for purchasing school meals, or the use of photos on external publications)
· We need to protect your interests (or someone else’s interest)

· Or where we feel it is in your legitimate interest to process it in a certain way which does not outweigh your rights and freedoms

Where we have got permission to use your data, you or your parents/carers may withdraw this at any time. We will make this clear when we ask for permission, and explain how to go about withdrawing consent.

Some of the reasons listed above for collecting and using your information overlap, and there may be several grounds which mean we can use your data.

Storing student data

We hold data until students reach the age of 25.

Who we share student information with

We routinely share student information with:

· education providers that the students attend after leaving us

· our local authority

· the Department for Education (DfE)

· examination and assessment authorities

Why we share student information

We do not share information about our students with anyone without consent unless the law and our policies allow us to do so.

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

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.

Youth support services

Students aged 13+

Once our students reach the age of 13, we also pass student information to our local authority and / or provider of youth support services as they have responsibilities in relation to the education or training of 13-19 year olds under section 507B of the Education Act 1996. 
This enables them to provide services as follows:

· youth support services

· careers advisers

A parent or guardian can request that only their child’s name, address and date of birth is passed to their local authority or provider of youth support services by informing us. This right is transferred to the child / student once he/she reaches the age 16. 
Students aged 16+
We will also share certain information about students aged 16+ with our local authority and / or provider of youth support services as they have responsibilities in relation to the education or training of 13-19 year olds under section 507B of the Education Act 1996.

This enables them to provide services as follows: 

· post-16 education and training providers

· youth support services

· careers advisers

For more information about services for young people, please visit our local authority website. 

The National Pupil Database (NPD)
The NPD is owned and managed by the Department for Education and contains information about students 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 students to the DfE as part of statutory data collections such as the school 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 NPD, go to https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information.
The department may share information about our students 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 Department 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 student 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 student 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 students have the right to request access to information about them that we hold. To make a request for your personal information, or be given access to your child’s educational record, contact The Data Protection Officer: i-west@bathnes.gov.uk
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 the Data Protection regulations 

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

If you would like to discuss anything in this privacy notice, please contact:

The Data Protection Officer :i-west@bathnes.gov.uk
Data Protection Act 1998: How we use your information










