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Privacy Notice for Parents

The Head undertakes a formal annual review of this policy for the purpose of monitoring and of the
efficiency withwhich the relatedduties have been discharged, by no laterthan one yearfrom the date
shown below, or earlier if significant changes to the systems and arrangements take place, or if
legislation, regulatory requirements or best practice guidelines so require.

Signed: Dr Pamela Edmonds
Date reviewed: September 2023
Date of nextreview: September 2024

Introduction

This notice is to help you understand how and why we collect personal information about you and
what we do with that information. It also explains the decisions that you can make about your own
information. If you have any questions about this notice please contact the school forthe attention of
the Head of Governance.

What is ‘personal information’?

Personal information isinformation thatidentifies you as anindividualand relates to you. Thisindudes
your contact details, next of kin and financial information. We will also hold information such as your
religion orethnicgroup.

Our legal bases for using your information
This section contains information about the legal bases that we are relying on when handling your
information.

The two tables below contain ageneral description of the different legal bases but we have also used
a colour code system so that you can see which bases we are relying on for each of the purposes
described at paragraphs 1 to 29 below.

Legitimate interests (‘I’)
This meansthatthe School is using yourinformationwhen thisis necessary forthe School's legitimate
interests except whenyourinterests and fundamental rights override our legitimate interests.

Specifically, the School has alegitimateinterestin:

e providingeducational servicestoyourchild andto other children;

e safeguardingand promotingthe welfare of yourchild, other children and our employees;

e promoting the objects and interests of the School. This includes fundraising and using
photographs of you at ourschool eventsin promotional material. Italsoincludes making sure
that we are able to enforce our rights against you, for example, sothat we can contact you if
unpaidschool fees are due;
keepingthe school buildings safe;

e using your information in connection with legal disputes, for example, if you or your child
brings a claim against the School;

e protectingthe School's reputation;
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o facilitatingthe efficient operation of the School; and
e ensuring that all relevant legal obligations of the School are complied with (for example in
relationtoinspections).

In addition, your personal information may be processed for the legitimate interests of others. For
example, another school will have a legitimate interest in knowing if you have not paid School fees
that are due to us.

Necessary for contract (‘CT’)

We will need to use yourinformationinorderto perform ourobligations under our contract with you
and for youto performyourobligations as well. Forexample, we need your name and contact details
sothat we can update you onyourchild's progress and so that we can contact you if there isaconcem.

Legal obligation (‘LO’)

Where the School needs to useyourinformation inorderto complywithalegal obligation, for example
to reporta concern to Children's Services. We may also have to disclose your information to third
parties such as the courts, the local authority or the police where legally obliged to do so.

Vital interests (‘VI')
In limited circumstances we may use your information to protect your vital interests or the vital
interests of someone else (e.g. if you orthey are seriously hurt).

Performance of a task carried out in the publicinterest (or carrying out public tasks) (’.’)
The following are examples of when we use yourinformation to perform tasks in the public interest:

e providingyourchild withan education;

e safeguarding and promoting your welfare, your child's welfare and the welfare of other
children;

o facilitatingthe efficient operation of the School; and

e ensuringthatwe comply with all of our legal obligations.

The School must also comply with an additional condition where it processes special categories of
personal information. These special categories are as follows: personal information revealing racial or
ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, genetic
information, biometricinformation, health information, and information about sex life or orientation.

Substantial publicinterest(‘.’)
The Schoolisalso allowed to use special categoriesof personalinformation where doing sois necessary
inthe substantial publicinterest. Thisis similarto ‘publicinterest’ in the table above.

Social protection and social security laws

Also, the School may use yourinformationto comply with social protectionlaw (e.g. to look after your
child) and social security laws. Social protection law is concerned with preventing, managing, and
overcomingsituationsthatadversely affect people’s wellbeing.
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Legal claims ('.’)
We are allowed to use yourinformationif thisis necessaryinrelation to legal claims. For example, this
allows us to share information with ourlegal advisors and insurers.

How and why does the school collect and use personal information?

We setout below examplesof the different waysin which we use personal informationand where this
personal information comes from. The letters highlighted in different colours below referto the legal
baseswe are relyingon. Please seethe section aboveforan explanation.

1. The School's primary reason for using your personal informationis to provide educational
servicestoyourchild - I, CT, ., .

2. We will have information about any family circumstances which might affect your child's welfare or
happiness. Thisisto help us provide appropriate care and supportto your child -
H cTil,

3. We will need information about any court orders or criminal petitions which relate to you. This is so
that we can safeguard the welfare and wellbeing of your child and the other pupils

at the School ., CT, -

4. We use CCTV to make sure the school site is safe. Images captured of you via CCTV will be your
personal information. AIICCTV is external facing only —.CT,.-

5. If there is a complaint or grievance made to the School which involves you then we will use your
informationin connection with thatcomplaint or grievance -I, l, -

6. The School may share information about you with the local authority forthe purpose of the
preparation, implementation and/orreview of your child's Statement of Special Educational Needs or
Education Health and Care Plan - . . LO.

7. Where appropriate, the School will have information about yourreligious beliefs and practices. For
example, if youdo not eat certain foods - .-

8. We may take photographs orvideos of you at School events to use on social mediaand on the School
website. Thisistoshow prospective parents and pupils what we do here and to advertise the School.
We may continue to use these photographs and videos afteryour child has left the School I

9. We will send you information to keep you up to date with what is happening at the School. For
example, by sending you information about events and activities taking place (including fundraising
events) and the School newsletter-.

10. We may use information about you if we need this for historical research purposes or for statistical
purposes. For example, if we considerthe information might be useful if someone wanted towrite a
book about the School —.

11. We may use yourinformation when ensuring network and information security, for example, our
anti-virus software might scan files containinginformation about you -
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12. We can keep information about you for a very long time or even indefinitely if we need this for
historical, research or statistical purposes. Forexample, if we consider the information might be useful
if someone wanted to write abook about the School il

Financial information

13. We will process financialinformation aboutyouinrelation to the payment of fees. In some cases,
we getinformation about you fromthird parties such as credit reference agencies or fromyour child's
previous school(s) —I, CT.

14. We will hold information about bankruptcy petitions and statutory demands, where relevant -I,
CT.

15. We may share your information with debt recovery suppliers if you do not pay any school fees
owed to the School -I, CT. Failure to supplyinformation may resultinarefusal of an award or credit.
Sharing personal information with third parties

16. In accordance with our legal obligations, we will share information with local authorities, the
Independent Schools Inspectorate, the Diocese of Westminster and the Department for Education, for
example, where we have any safeguarding concernsorto comply with our legal obligations—. LO, l,

17. On occasion, we may need to share your information with the police for the prevention and
investigation of crime and the prosecution of offenders. We will only do thisin specific circumstances
to assistthe police with theirinvestigations -.CT, LO, ., -

18. We may need toshare information about you with the Health and Safety Executive (a government
organisation) if thereisahealth and safety issue at the School - I, LO, l, .

19. In certain circumstances, we may also need to share information with our legal advisers for the
purpose of obtaininglegal advice —I, LO, .., .

20. Occasionally we may use consultants, experts and otheradvisors to assist the School in fulfilling its
obligationsandto help runthe School properly (e.g. ouraccountants). We wil | share yourinformation
with themifthisisrelevanttotheirwork - [, CT, Bl BBl

21. The Schoolis a Limited Company which means that in exceptional circumstances we may need to
share your information with the board of Directors e.g.in the event of a serious incident - . LO, .

22. We may share information about you with our insurance company, for example, where thereisa
seriousincident atthe School —., ., .

23. If you have unpaid fees we may share information about this with other schools or educational
establishments to which youintend to send your child - il
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24. If your child leavesus to attend another school we may provide that school withinformation about
you. For example, details of family circumstances if there have been any safeguarding incidents .,
LO.

25. We may share information about you with othersinyourfamily, such as another parentor
step-parent. Forexample, where thisis part of our obligation to take care of your child, as part of our
widerlegal and regulatory obligations, orin connection with school fees ., .

SPI.

26. We may needto share informationif there isan emergency, forexample, if you are hurt whilst on
School premises-.VI.

27. If you have appointed anagenttoact on yourbehalf, we may share information with them.
For example, we may send letters tothem sothat they can pass these onto you - .

28. We may send you information about the School before you accept a place foryour child.
For example, we may sendyou a copy of the school prospectus I

29. If your child has an Education and Health Care Plan (EHCP), we will share information with
and obtaininformation from the local authority about you - LO,.-

We sometimes use contractors to handle personal information on our behalf. The following are
examples:

- IT consultants who might access information about your child when working with

administrative staff, orwhen checking the securityof ourIT network

- We use third party ‘cloud computing’ services to store some information rather than the information
beingstored on hard drives located onthe School site.

- We obtaininformation about you from admissions forms and from your child's previous school.

- We may also get information from professionals such as doctors and from local authorities.

Criminal offence information

We may only use information relating to criminal convictions and offences where the law allows us to
doso. This will usually be where such processingis necessary to carry out our obligationsorto exercise
ourrights. Less commonly, we mayuse informationrelating to criminal convictions and offences where
itis necessary in relationto legal claims, where it is necessary to protect our pupils and you are not
capable of giving your consent, or where you have already made the informati on public.

More than one basis

Asyou will seefrom this notice,in some cases we willrelyon more than onebasisabovefora particular
use of yourinformation. Inaddition, we may move from one of the legal bases listed above to another
as circumstances change. Forexample, as a safeguarding matter becomes more serious, we may start
to rely on legal obligation to share personal information with the local authority in addition to the
otherlegal bases which are noted for safeguarding purposes.
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Consent

We may ask for your consent to use your information in certain ways as an alternative to relying on
any of the basesin the table above. For example, we may ask for your consent before taking or using
some photographs and videos if the photograph or video is more intrusive and we cannot rely on
legitimateinterests. If we ask foryour consentto use your personalinformation you can take back this
consent at any time. Any use of your information before you withdraw your consent remains valid.
Please speaktothe School Administratorif you would like to withdraw any consent given.

Sendinginformation to other countries

In certain circumstances, we will sendyourinformation to countries which do not have the same level
of protection for personal information as there is in the UK. For example, we may store your
information on cloud computerstorage based overseas.

The European Commission has producedallist of countries which have adequate data protection rules.
The European Commission has so far recognised Andorra, Argentina, Canada (commerdial
organisations), Faroe Islands, Guernsey, Israel, Isle of Man, Japan, Jersey, New Zealand, Republic of
Korea, Switzerland, the United Kingdom under the GDPR and the LED, and Uruguay as providing
adequate protection. With the exception of the United Kingdom, these adequacy decisionsdo not
cover data exchanges in the law enforcement sector which are governed by the Law Enforcement
Directive (Article 36 of Directive (EU) 2016/680).

If the country that we are sendingyourinformationtoisnot on thelistor is not a country within the
EEA (which means the European Union, Liechtenstein, Norway and Iceland), then it might not have the
same level of protection for personal information as there isin the UK.

We will provide you with details about the safeguards which we have in place outside of this privacy
notice. If you have any questions about the safeguards thatare in place please contact the School.

For how long do we keep your information?

We keep yourinformation foraslongas we needto in orderto educate and look afteryourchild. We
will keep some information after your child has left the School, for example, so that we can find out
what happened if you make a complaint.

In exceptional circumstances we may keep yourinformation for alongertime than usualbut we would
onlydo soif we hada goodreasonand onlyif we are allowed to do so under data protection law.

What decisions can you make about your information?

From 25 May 2018 data protection legislation gives you a number of rights regarding your
information. Some of these are new rights whilst others build on yourexisting rights. Yourrights
are as follows:

e Redctification:if information the School holds about you is incorrect you can ask us to correct
it.

e Access: you can also ask what information we hold about you and be provided with a copy.
This is commonly known as making a subject access request. We will also give you extra
information, such as why we use this information about you, where it came from and what
types of people we have sentitto.
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e Deletion: you can ask us to delete the information that we hold about you in certain
circumstances. Forexample, where we no longerneed the information.

e Portability: you can request the transfer of your information to you or to a third party in a
format that can be read by computer. This applies where (a) the information has been
provided by you; (b) the basis that we are relying on to process yourinformationis consent or
contract (please see ‘Our legal bases for using your information’ above); and (c) the
informationis being processed by uson computer.

e Restriction: ouruse of information about you may be restricted in some cases. For example, if
you tell usthat the informationis inaccurate we can only use it for limited purposes while we
checkits accuracy.

e Object: you may object to us using your information where: a. we are using it for direct
marketing purposes; b. the legal basis on which we are relyingis eitherlegitimate interests or
performance of atask carried outin the publicinterest. Pleasesee the section ‘Our legal bases
for using your information’ above; and c. we are using it for historical or scientific research
purposes or archiving purposes. For example, we may keep photographs of you at a School
eventfor historical reasons.

The Head of Governance can give you more information about your data protectionrights.

Further information and guidance

The Head of Governance is the person responsible at our school for managing how we look after
personal information and deciding how it is shared. Like other organisations we need to keep your
information safe, up to date, only useitfor what we said wewould, destroy it whenwe no longer need
it and most importantly - treat the informationwe get fairly. This noticeis to explain how we use your
personal information. The Head of Governance can answerany questions which you may have.

Tim Cannell

Head of Governance

Parsons Green Prep School

1 Fulham Park Road

London

SW6 4L)
admin@parsonsgreenprep.co.uk
0207 371 9009

This privacy notice does not,and is notintended to, give you any rightswhich youdid not already have.
For example, it does not give you any additional contractual rights. Please speak to the school Office
Manager if:

e you objectto us usingyourinformationformarketing purposese.g.to send you information
aboutschool events. We will stop using yourinformation for marketing purposes if you tell us
not to; or

e youwouldlike usto update the information we hold about you; or

e youwould preferthat certaininformationis kept confidential.

If you fail to provide certain information when requested, we may not be able to perform our
obligations under the contract we have entered into with you. We may also be prevented from
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complying with ourlegal obligations (such as to ensure the welfare of your child and their classmates).
If you considerthat we have notacted properly when using your personalinformation,you can contact
the Information Commissioner's Office - ico.org.uk.
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