





PART B: REGISTRATION BOOKLET

POLICIES AND GUIDANCE NOTES
(Please retain for your information)
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1 CRAWLEY RIDGE INFANT SCHOOL – OUR AIM

That as one team - staff, pupils, parents and governors alike - we will work hard with cheerful, enthusiastic determination to succeed and achieve the stated aim of the school/nursery,  which is:

to release and develop the full intellectual, emotional and spiritual potential of every individual child at the start of a journey that they will continue for the rest of their lives, seeing that each child achieves the maximum that he or she is capable of as a unique person.

Ordinary people achieving extraordinary things together.

[bookmark: _Toc508122007][bookmark: _Toc508185866]2 PRIVACY NOTICES: PRIVACY NOTICE FOR PARENTS/CARERS	

[bookmark: _GoBack]Under data protection law, individuals have a right to be informed about how the school/nursery uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair processing notices’) to individuals where we are processing their personal data. This privacy notice explains how we collect, store and use personal data about pupils.

We, The Alliance Multi-Academy Trust (TAMAT), are the ‘data controller’ for the purposes of data protection law. The Data Protection Officer for the Trust is Ms Johnstone.  

The personal data we hold

Personal data that we may collect, use, store and share (when appropriate) about pupils includes, but is not restricted to:	
· Contact details, contact preferences, date of birth, identification documents
· Results of internal assessments and externally set tests
· Pupil and curricular records
· Characteristics, such as ethnic background, eligibility for free school meals, or special educational needs
· Exclusion information
· Details of any medical conditions, including physical and mental health
· Attendance information
· Safeguarding information
· Details of any support received, including care packages, plans and support providers
· Photographs

We may also hold data about pupils that we have received from other organisations, including other schools, local authorities and the Department for Education.

Why we use this data

We use this data to:
· Support pupil learning
· Monitor and report on pupil progress
· Provide appropriate pastoral care
· Protect pupil welfare
· Assess the quality of our services
· Administer admissions waiting lists
· Comply with the law regarding data sharing

Our legal basis for using this data

We only collect and use pupils’ personal data when the law allows us to. Most commonly, we process it where:
· We need to comply with a legal obligation
· We need it to perform an official task in the public interest
Less commonly, we may also process pupils’ personal data in situations where:
· We have obtained consent to use it in a certain way
· We need to protect the individual’s vital interests (or someone else’s interests)
Where we have obtained consent to use pupils’ personal data, this consent can be withdrawn at any time. We will make this clear when we ask for consent, and explain how consent can be withdrawn by writing to the Data Protection Lead in each school.

Some of the reasons listed above for collecting and using pupils’ personal data overlap, and there may be several grounds which justify our use of this data.

Collecting this information

While the majority of information we collect about pupils is mandatory, there is some information that can be provided voluntarily. Whenever we seek to collect information from you or your child, we make it clear whether providing it is mandatory or optional. 


How we store this data
 
We keep personal information about pupils while they are attending our school/nursery. We may also keep it beyond their attendance at our school/nursery if this is necessary in order to comply with our legal obligations. Our retention schedule sets out how long we keep information about pupils and is set against the Information and Records Management Society’s toolkit for schools

Data sharing

We do not share information about pupils with any third party without consent unless the law and our policies allow us to do so.

Where it is legally required, or necessary (and it complies with data protection law) we may share personal information about pupils with:
· Our local authority – to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions
· The Department for Education – to meet our statutory obligations as state funded schools
· The pupil’s family and representatives – to enable us to make usual or emergency contact 
· Educators and examining bodies – to meet our statutory obligations as state funded schools
· Our regulator (Ofsted) – to meet our statutory obligations as state funded schools
· Suppliers and service providers – to enable them to provide the service we have contracted them for such as catering
· Health and social welfare organisations – to meet our statutory obligations as state funded schools 
· Professional advisers and consultant – to enable us to quality assure the effectiveness of education provided for our pupils 
· Police forces, courts, tribunals – under legal obligations

National Pupil Database

We are required to provide information about pupils to the Department for Education as part of statutory data collections such as the school census and end of key stage assessment reporting. Some of this information is then stored in the National Pupil Database, which is owned and managed by the Department and provides evidence on school/nursery performance to inform research. The database is held electronically so it can easily be turned into statistics. The information is securely collected from a range of sources including schools, local authorities and exam boards. 

The Department for Education may share information from the NPD with other organisations which promote children’s education or wellbeing in England. Such organisations must agree to strict terms and conditions about how they will use the data.

For more information, see the Department’s webpage on how it collects and shares data. You can also contact the Department for Education with any further questions about the NPD. 

Transferring data internationally

Where we transfer personal data to a country or territory outside the European Economic Area, we will do so in accordance with data protection law.

Parents and pupils’ rights regarding personal data

Individuals have a right to make a ‘subject access request’ to gain access to personal information that the school/nursery holds about them.

Parents/carers can make a request with respect to their child’s data where the child is not considered mature enough to understand their rights over their own data (usually under the age of 12), or where the child has provided consent. Parents also have the right to make a subject access request with respect to any personal data the school/nursery holds about them.

If you make a subject access request, and if we do hold information about you or your child, we will:
· Give you a description of it
· Tell you why we are holding and processing it, and how long we will keep it for
· Explain where we got it from, if not from you or your child
· Tell you who it has been, or will be, shared with
· Let you know whether any automated decision-making is being applied to the data, and any consequences of this
· Give you a copy of the information in an intelligible form
Individuals also have the right for their personal information to be transmitted electronically to another organisation in certain circumstances.

If you would like to make a request please contact our Data Protection Officer on info@tamat.org.uk

Other rights

Under Data Protection Law, individuals have certain rights regarding how their personal data is used and kept safe, including the right to:
· Object to the use of personal data if it would cause, or is causing, damage or distress
· Prevent it being used to send direct marketing
· Object to decisions being taken by automated means (by a computer or machine, rather than by a person)
· In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or restrict processing
· Claim compensation for damages caused by a breach of the Data Protection Regulations 
To exercise any of these rights, please contact our Data Protection Officer on info@tamat.org.uk

Complaints

We take any complaints about our collection and use of personal information very seriously. If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any other concern about our data processing, please raise this with us in the first instance.

To make a complaint, please contact our Data Protection Officer.

Alternatively, you can make a complaint to the Information Commissioner’s Office:
· Report a concern online at https://ico.org.uk/concerns
· Call 0303 123 1113
· Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Contact us

If you have any questions, concerns or would like more information about anything mentioned in this privacy notice, please contact our Data Protection Officer:
· Ms Johnstone on info@tamat.org.uk

This notice is based on the Department for Education’s model privacy notice for pupils, amended for parents and to reflect the way we use data in this school.






3 COLLECTION AND RECORDING OF PUPILS’ ETHNICITY, FIRST LANGUAGE & MEMBERSHIP OF HM FORCES 

Information on pupils’ ethnicity, first language and whether a parent is a member of HM Forces will improve our knowledge of our pupils and of our school community and help us to ensure that all our pupils have the opportunity to fulfil their potential. Please contact the school office if you require assistance or wish to discuss your response to any questions posed. You can opt NOT to provide this information, ask to check the information you have provided at any time and, if you wish to, have the information changed or removed at a future date.

The information you provide will be held confidentially at all times. Information about your child’s First Language will be passed on to any other school/nursery to which your child transfers to save you having to be asked for it again. The information will also be passed to the Local Authority and the DfE to contribute to local and national statistics. However, it will not be published in a way that allows individual children to be identified. (See ‘Privacy Notices’, note 2.)

Definition of First Language: any language that a child was exposed to during early development and continues to be exposed to in the home or community. If a child was exposed to a language other than English or to more than one language (which may include English) during early development, that language should be recorded, irrespective of the child’s proficiency in English.


4 COOL MILK SCHEMESchool website link: ‘Parents / Cool Milk Scheme’



Cool Milk is a milk scheme that is available to all of our pupils.  School milk is free for under-5s, and for over-5s it is available at a subsidised price of around £15 per term.

Each child that registers with Cool Milk will receive a 189ml portion of fresh, chilled semi-skimmed milk every day.  Their school milk will not only provide them with essential nutrients, but as it is rehydrating and energy boosting it also bridges the gap between breakfast and lunch to help children stay focused. For more information on how milk can benefit children visit www.coolmilk.com/why-milk-is-great.

How to register if your child is under 5:
· Register online at www.coolmilk.com
· Register by a Tuesday at 5pm for your child’s free milk to start the following week
· Free milk will continue until the Friday before your child’s fifth birthday. You will receive a payment request four weeks before their birthday - if you wish your child to continue to receive school milk, simply make a payment

How to register if your child is 5 or older:
· Register and pay online at www.coolmilk.com
· You can pay Cool Milk either online, over the phone or at a local PayPoint in half-termly, termly or annual instalments. 
· Please pay by a Tuesday at 5pm for your child’s milk to start the following week


6 PERMISSIONS

6.1 PHOTOGRAPHIC IMAGES

This information explains why we need to ask for your consent to any photographs that may be taken of your child while he or she is a pupil at this school/nursery. 

Generally, photographs of children for school/nursery and family use, and occasionally for publication in the local Press, are a source of pleasure and pride and so are to be welcomed. However, we live in an age in which technology has vastly increased the use, and potential misuse, of photographs. In the recent past there has been concern about the possibility of a child being identified by a photograph in the Press, or in the filming of a school event, in case they are put at risk of being targeted for abuse.

Having taken advice from Surrey Police, Surrey County Council (the Local Authority) and other organisations, we believe that the risk of a child being identified by a stranger is so small that, provided reasonable steps are in place to limit the publication of their names and addresses, photography of children at the school/nursery should continue, in line with the policy set out below.

Our policy is to broadly follow the Department of Education (DfE) advice: ‘If the pupil is named, avoid using the photograph. If the photograph is used, avoid naming the pupil.’ So we will not use children’s full names alongside their photographs in the school’s own printed publications, in video films or on our website. However, pupils’ first names may be used, and their full names may be given in group situations where they cannot be linked to individuals in the photograph.

With regard to the Press, the school/nursery will allow local newspapers to take photographs of children, when appropriate, provided that parental consent has been given. Some newspapers insist that children’s forenames must be published with their photographs. If not, they may decline to cover school/nursery events. That is why it is important for you to tell us whether you have any objection. If you do object, the school/nursery will not allow your child to be photographed by the Press. Newspapers will be asked to avoid using the child’s name if their image is put on the newspaper’s own website.

Although it is fairly rare for television companies to visit the school/nursery, your consent for newspaper photographs would also apply to television images. However, children’s names are normally not given on television and we would seek specific permission from you if your child’s name were to be used.

If you would like to discuss these matters in more detail, please contact the school office. If in the future you should wish to change your decision on whether to give consent, you can do so at any time.

6.2 CAMERA & VIDEO COURTESY CODE – A GUIDE FOR PARENTS WHO WISH TO PHOTOGRAPH AND/OR VIDEO A SCHOOL EVENT WHEN PERMISSION IS GRANTED BY THE SCHOOL

Generally photographs and videos for school and family use are a source of innocent pleasure and pride which can enhance self-esteem for children and their families. By following some simple guidelines we can proceed safely and with regard to the law.

· Remember that parents and carers attend school/nursery events at the invitation of the Headteacher and Governors.

· The Headteacher and Governors have the responsibility to decide if photography and video recording of school/nursery performances are permitted.

· The Headteacher and Governors have the responsibility to decide the conditions that will apply in order that children are kept safe and that the performance is not disrupted and children and staff are not distracted.

· Parents and carers can use photographs and videos which include other children taken at a school/nursery events for their own personal use only. Such photos and videos cannot be sold and must not be put on the web/internet, eg, Facebook, due to Data Protection legislation, which in such circumstances is likely to be contravened.

· Recording or photographing other than for private use would require the consent of all the other parents whose children may be included in the images.

· Parents and carers must follow guidance from staff as to when photography and video recording is permitted and where to stand in order to minimise disruption to the activity. 

· Parents and carers must not photograph or video children changing for performances or events.

If you are accompanied or represented by people whom school/nursery staff do not recognise, they may need to establish their identity if they are using a camera or video recorder.
6.3 TAPESTRY

At Crawley Ridge Infants we use Tapestry, an online learning journal in Nursery and Reception. All children in our Nursery and Reception Class will have a personal on-line learning journal which records photos, observations, and comments, in line with the Early Years Foundation Stage, to build up a record of your child’s experiences during their time with us. Unlike previous years, we now follow the updated Early Years Foundation scheme – this clarifies that observations are an additional resource and no longer an expectation. Teacher judgement is now at the forefront of assessment with observations used to simply enhance a teacher's judgement. The new framework is clear that time should not be spent during the school/nursery day writing up copious amounts of observations and practitioners should use applications like Tapestry for ‘WOW’ moments. Tapestry is hosted on secure servers in the EU.
 
As parents/carers you will have secure access (via email address and password) to your child’s Learning Journal and, in addition to viewing our contributions, we encourage you to add to it by uploading photos and comments or commenting on observations made by us. The safeguarding of our children is very important to us. Everything that is added to Tapestry will only be viewed by school/nursery staff using the programme, and yourself, using your own log on. You will only have access to your child’s learning journal, and this cannot be seen by other parents. It is crucial that you do not share photos or videos from your child’s learning journal on social media or through other online platforms. Any incidents where this confidentiality is broken will result in your access to the system being withdrawn. By providing permission in Part A you are agreeing to Crawley Ridge Infant School/Nursery registering your child for Tapestry and in the Autumn Term you will receive an email to activate your account.

6.4 POBBLE

All Surrey schools have been provided with a Local Authority funded Pobble moderation tool. This is a subscription to support with writing training and moderation activities. Pobble is part-funded by the UK Department for Education’s EdTech Innovation Fund. Before this tool was available schools would moderate in person and show your children’s work directly from their books. As we move into a virtual world, Pobble will allow for this moderation to take place with other schools, but we need to have your permission to allow us to do so. We are excited to be using Pobble in our school as part of our already robust moderation process. 
 
We will be using Pobble to moderate children’s work internally and with other TAMAT schools, as well as other schools across Surrey. This will involve the school sharing your child’s information such as their name, school, and their year group with Pobble and uploading PDFs or photographs of samples of your child’s written work to the platform.  
 
By giving your consent, you will be giving us permission to share your child’s information with Pobble as well as granting Pobble the right to hold personal data about your child, which is defined specifically in the Pobble Terms of Use (https://www.pobble.com/terms-of-service). 
 
As your child’s work may be viewed by registered Pobble users outside our school community, we would also like to ask your permission for us to include your child in external moderation. Please note, all work used for external moderation will be published anonymously, so pupils' names are anonymised on moderation assessment files shared with teachers from other schools. More information about anonymity can be found here: https://help.pobble.com/knowledge/a-childs-work-is-anonymous-if-you-share-the-file-with-a-teacher-from-outside-of-your-school 
 
Please read Pobble’s terms and conditions (https://my.pobble.com/legalintroduction) for more information. 

6.5 ACCESS TO THE INTERNET
School website link: ‘Key Information / Policies / Online Safety Policy’


All pupils use computer facilities, including internet access, as an essential part of learning, as required by the National Curriculum.  Parents/carers are asked to sign agreements to show that the Online Safety Rules have been understood and agreed.

The Golden Rules
· Think then click
· We only use the internet when an adult gives us permission
· We can click on buttons and links when we know what they can do
· We can search the internet with an adult
· We always ask if we get lost on the internet  
· We can write polite and friendly messages
· We will not share our Purple Mash passwords
· If you don’t like what you see, press Windows D

As part of the school/nursery’s IT programme we offer pupils supervised access to the internet.  Before being allowed to use the internet, all pupils must have parental permission to do so.

Access to the internet offers a rich environment for both pupils and staff. Online resources enable our pupils to search for and explore information and engage with a range of exciting resources only available through the internet.  At Crawley Ridge Infants we believe that the potential benefits to pupils from access to information resources far exceed the disadvantages.

As a staff, we use electronic information as appropriate for the age of the children. We provide careful guidance and instruction to pupils in the appropriate use of such resources.  Only suitable and thoroughly researched electronic resources are used in our school/nursery. We recognise that undesirable aspects of the internet do exist and are aware of the potential need for filters, which we have in place, and which allow us to shield our pupils from these aspects.   

Online use in school/nursery will be closely supervised by staff. Pupils will be taught to use the internet responsibly. Outside school and nursery, families bear the same responsibility for such guidance as they exercise with information sources such as television. Access is a privilege, not a right, and access requires responsibility. But, ultimately, parents and guardians are responsible for setting and conveying the standards that their children should follow when using media and information sources.  The school/nursery supports and respects each family’s rights to decide whether or not their children should have access to the internet.
7 MEDICAL HISTORY/SPECIAL NEEDS
School website links:
Guidance on medical issues - ‘Parents / Medical’
Reporting absence - ‘Parents / Attendance’





Settings cannot plan effective support arrangements unless parents provide sufficient information about their child's medical condition and any treatment or special care needed at the setting, at the admission stage, and keep the setting informed of any new or changing needs. If there are any special religious and/or cultural beliefs, which may affect any medical care that the child / young person needs, particularly in the event of an emergency, it is the responsibility of the parent to inform the setting and confirm this in writing.

We are committed to making sure that school/nursery is a happy and successful experience for all of our children and young people. Where a child has a particular difficulty or need, we will do our best to put measures in place to overcome this. We will treat what you have told us here sensitively. None of the information will be shared with other parents or pupils. It will only be shared with those staff in the school/nursery who support your child.

8 SCHOOL/NURSERY COMMUNICATIONS

SCHOOL WEBSITE

The school/nursery website www.crawleyridge.co.uk is updated regularly with news and events and, together with ParentMail (see below), is our main means of communicating with parents.

· Admissions - Nursery (your ‘go to’ page until your child starts Nursery with us)
· News and Events - Latest news, school calendar, term and holiday dates, newsletters
· Learning - Curriculum info, Year group home learning pages (visit Learning / Year Groups / Early Years for a peak at what Nursery have been getting up to this year)
· Parents - Medical, reporting absence, uniform
· Key Information - Safeguarding, policies, school performance  

Any urgent communications (such as a school/nursery closure on a ‘snow day’) will be displayed on the top bar of the Home page. 

You will also find links to our Facebook and Twitter on our school website.

IRIS PARENTMAIL

Using the contact data provided by you we also use emails, forms and (only rarely) texts to share and collect information, obtain parental permission for activities and to organise educational visits and parent teacher interviews.  This communication method helps to reduce our carbon footprint and costs.  Please be aware that ParentMail is an automated system and does not accept replies.

We encourage ALL parents/carers of children at the school/nursery to register with ParentMail to ensure everyone with parental responsibility receives the important information communicated by the school this way. You are able to unsubscribe at any time should the need arise.

The IRIS ParentMail App is the easiest way to pick up school/nursery messages on the go.  Download the free App from Google Play or the App Store. 

 

BUMP NOTES & POSTERS

Additional communications, including ‘bump notes’, may be handed to you at collection.  Information posters may also be placed on classroom windows. 


 
9 SHOULD YOU HAVE ANY QUESTIONS OR CONCERNS…

Once your child starts nursery, we would encourage you to share any concerns that may arise with your child’s teacher in the first instance.  Drop-off and collection times can be busy and you may not have an opportunity to speak with your child’s teacher at the nursery door, in which case, please drop into the school office or contact the school by email or telephone and we will make sure that you receive a call back or an appointment with your child’s teacher.    

For any queries regarding school procedures or admin, please email or call the Admin Team in the School Office on 01276 27546.  
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