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Dear Parent/Carer

As a school, we are legally required to inform you as to the purpose of any data we hold in relation of you or your child.  We must also inform you where we will hold the data, who will have access to it, how long we keep it for and when we will delete/destroy it.  This relates to any data we hold – whether on paper or on our computer systems.  Please be assured that we take every step to ensure the safety of this data.

Below, we have outlined the range of information we expect to hold OR are legally obliged to do so.  In each section, we have outlined what we are keeping, where it is kept and what we do with it.  We require you as a parent to acknowledge this by signing below.  By doing so, you are acknowledging that you are happy with the arrangements.

Please note:  we will endeavour to inform you in a timely manner of any changes.
.                                                                                  Registration Information                                                                                       .     
What
Probable
Content
Why ?
Who ?
Where ?
When ?
Registration / 
Admissions Data

Name D.O.B. Address
Telephone
Medical Issues
Parental Details



Legally Required To For Admission
To School

Well-Being of Your Child

Communication
All Staff
(Where
Necessary)
Initially
Completed On
Paper Then Entered Onto School’s Information Management System

Paper Version is either Shredded or Filed
Held On File Throughout Child’s Time At School.

Passed Onto New School When Moving

Computer Retains Copy of Records in ‘Archive’
 
                                                                                     Tests and Assessment Data                                                                                .     
What
Probable
Content
Why ?
Who ?
Where ?
When ?
SAT’s Results

Internal
Assessments
& Tests
Foundation
Stage

Key Stage 1

Key Stage 2
[bookmark: _GoBack]Legally Required To Provide Some Data to The Department for Education
All Staff
(Where Necessary)
Data For the DfE Is Electronically Held
Held On File Throughout Child’s Time At School
           I understand the purpose of this data and confirm that I am satisfied with the school’s arrangement for
            managing it.          Signed: __________________________
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