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Privacy Policy for Pupils
How We Use Your Child's Information

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 year from 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 sorequire.

Signed: Dr Pamela Edmonds

Date reviewed: September 2023
Date of nextreview: September 2024
Pupil Privacy Notice

Introduction

This notice is to help you understand how and why we collect your child's personal information and
what we do with that information. It also explains the decisions that you can make about your child's
information. We are givingyou this notice because you are ableto exercise your child's data protection
rights on their behalf. When your child is older (usually when they re ach the age of 12) they will be
considered mature enough to exercise their own data protection rights. If you have any questions
aboutthis notice please talk to the school administrator.

What is ‘personal information’?

Personal informationis information that the School holds about your child and which identifies your
child. Thisincludesinformation such as their date of birth and address as well as things like academic
results, medical details and behaviour records. We will also hold information such as your child's
religion orethnicgroup forcensus purposes. CCTV, photos and video recordings of your child are also
personal information.

Our legal bases for using your child's information

This section contains information about the legal basis that we are relying on when handling your
child'sinformation. The two tablesbelow contain ageneral description of the different legal bases but
we have also used a colour code system sothat you can see which bases we are relying on for each of
the purposes described at paragraphs 1 to 34 below.

Legitimate interests (’I’)

This means that the School is using your child's information when this is necessary for the School's
legitimate interests or someone else's legitimate interests. We won't rely on this basis when your
child'sinterests and fundamental rights override our legitimate interests. Specifically, the School has a
legitimate interestin:

e Providingyourchild (and otherchildren) with an education and making sure that your child is
behaving properly.
e Complyingwith ouragreement with youforyourchildto be at the School.
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e Keepingthe school buildings safe.

e Making sure that the School is well managed and that we protect the School's reputation.

e Safeguardingand promotingyourchild's welfare and the welfare of other children.

e Promotingthe objects andinterests of the School. Thisincludes fundraising e.g. if we want to
raise money to build new buildings and using photographs of your child in promotional
material such as on our website andinthe prospectus.

e Ensuring that all relevant legal obligations of the School are complied with (for example in
relationtoinspections).

e Usingyour child'sinformationin connection with legal disputes.

e Facilitatingthe efficient operation of the School. In addition, your child's personal information
may be processed forthe legitimateinterests of others. Forexample, we may use information
aboutyour child when investigating a complaint made by another pupil.

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 publicinterest:

e providingyourchild withaneducation

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

e facilitatingthe efficient operation of the School

e ensuringthatwe comply with all of our legal obligations.

Legal obligation (‘LO’)

Where the School needs to use yourchild'sinformationin orderto comply with a legal obligation, for
example toreportaconcern aboutyourwellbeingto Children's Services. We will also have to disclose
your child's information to third parties such as the courts, the local authority or the police where
legally obliged todoso.

Vital interests (‘.’)

In limited circumstances we may use your child'sinformation to protectyour child's vital interests or
the vital interests of someone else (e.g. if yourchild orthey are seriously hurt). Performance of atask
carried out in the publicinterest (or carrying out public tasks) (‘PI’). This applies where what we are
doingisfor the benefit of peoplegenerally. The following are

examples of where this applies:

e providingyourchildand otherswith an education

e safeguardingand promotingyourchild's welfare and the welfare of other children
e facilitatingthe efficient operation of the School

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 categoriesinclude: personal information revealing racial or ethnic
origin, political opinions, religiousor philosophical beliefs, geneticinformation, biometric information,
health information, and information about sex life or orientation.
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Substantial publicinterest(‘SPI’)

The Schoolis allowed to use special categories of personal information where doing sois necessary in
the substantial publicinterest. This is similar to ‘publicinterest’ in the table above. For example, the
School will use information about your child's health to look after him/her. We may also use other
types of special category personal data about your child to provide them with an education, to look
afteryour child and their classmates or when the School isinspected.

Employmentand social protection and social security law ('-’)

There will be times when the School needs to use your child's information because we are an
employer. Also, the School willuse your child's information to comply with social protection law
(e.g.tolook afteryour child) and social security laws. Social protection law is concerned with
preventing, managing, and overcoming situations that adversely affect people’s wellbeing.

Legal claims (‘LC’)

The processing is necessary for the establishment, exercise or defence of legal claims. This allows us
to share information with our legal advisors and insurers. This applies whenever sharing special
category datais necessaryinrelationtolegal claims.

Medical purposes (‘MP’)
Thisincludes medical treatment and the management of healthcare services.

How and why does the School collect and use your child's personal information?

We setout below different waysin which we use personal information and where this personal
information comes from. The letters highlighted in different colours refer to the legal bases we are
relyingon. Please seethe section above foran explanation.

1. Our primary reason for using your child'sinformationis to provide your child with an
education —I, l, SPI.

2. The School will also use your child's personal information to safeguard and promote your child's
welfare and the welfare of others (forexample, so that we can look after your childif they are hurt) -
I, l, SPI,-, MP. The admissionsforms which you completegive us personal informationabout your
child. We get information from your child, his/her teachers and other pupils. Your child's old school
also gives us information about how well your child did and any difficulties they had if we need this
information to teach and care for them. Sometimes we get information from your child's doctor and
other professionals wherewe need thisto look afteryour child.

3. We will use information about yourchild during the admissions process e.g. when allocating
offers of placesin accordance withour Admissions Policy. We will let your child's previous school know
if you have accepted a place at the School - I, l, SPI.

4. We needtotell all appropriate members of staff if your child has a healthissue ., l, SPI.

5. We will tell yourchild's teachersif he orshe has special educational needs orrequires extra
help with some tasks .., SPI.

P A
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6. If we have information that yourchild suffers froman allergy we will use thisinformation so
that we can look afteryour child —.., SPI, ., MP.

7. 1f we have information that your child suffers from a disabilitywe will use information about
that disability to provide support -.l, SPI, - and in certain circumstances, MP.

8. Where appropriate, the School will have information about your religious beliefs and practices. For
example, if your child does not eat certainfoods .., SPI.

9. We use CCTV to make sure the School site is safe. All CCTV is external facing only .l, SPI.

10. We record your child's attendance and if he or she has time away from the School we record the
reason(s)why—l, ., SPI.

11. We will needto report some of your child'sinformation to the government(e.g. the Department
for Education). We will need to tell the local authority that your child attends the School, if your child
leavesthe School orletthem know if we have any concerns about your child's welfare —. Lo, l, SPI,

12. We may need to share information about your child with the Health and Safety Executive (a
governmentorganisation)if there is a health and safetyissue at the School ., LO, SPI.

13. The Schoolis a Limited Company which means that in exceptional circumstances we may need to
share your child'sinformation with the Directors of the company e.g. inthe event of aserious incident

-l o, . sp1.

14. Whenwe are inspectedby the Independent SchoolsInspectorate we will have to make your child's
information availableto the inspectors to assist them with theirinspection - I, LO, l, SPI.

15. If the School receives acomplaint or grievance which involves your child we will need to use their
information to deal with this appropriately. Forexample, if you make acomplaintorif
anotherparent complains aboutanissue which involves yourchild -I, l, SPI.

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

17. We are legally required to provide the Department for Education with certain information about
your child. Some of thisinformation will be stored onthe National Pupil Database. Organisations can
request information from the National Pupil Database which includes information about your child.
Buttheyare only allowedto do this forlimited purposes and they must bevery carefulabout how they
use your child's information. More information can be found here -
https://www.gov.uk/government/publications/national-pupil-databaseuser-guide-and-supporting-
information - LO, SPI.
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18. We will need information about any court orders or criminal petitions which relate to your child.
This is so that we can safeguard your child's welfare and wellbeing and the other pupils at the School

-, B sp1.

19. Depending on where your child will go when they leave us we will provide their information to
other schools. For example, we will share information about your child's academic and other
achievements and provide reports -I, l, SPI.

20. If your child has a safeguardingfile, we are legally requiredto pass thisfile to their next school —I,

Lo, B, spi, ESE.

21. If your child takes public examinations we will need to share information about them with
examination boards. Forexample, if your child requires extratime in exams —I, ., SPI.

22. We may need to share information with the police or our legal advisers if something goes wrong
or to helpwithanenquiry.Forexample, if one of your child's classmatesisinjuredat School orif there
isa burglary—l, LO, l, SPI, LC.

23. We use consultants, experts and otheradvisors to assist the School in fulfilling its obligations and
to help run the School properly. We will share your child's information with them if this isrelevant to
theirwork - I, ., SPI.

24. If your child has misbehavedin aserious way, we may need to share information with the
police and we may need to use information about the action taken by the police . LO, .,

sp, ESE.

25. We may share some information with our insurance company to make sure that we have the
insurance coverthatwe need —I, l, SPI, LC.

26. If you have appointed an agent to act on your behalf during the admissions process, then we may
share information about your child with them. Forexample, we may send them the acceptance letter
so that they can passthison to you-.

27. We will share your child's academic and (where fair) their behaviour records with you or their
education guardian soyou can supporttheirschooling .., SPI.

28. We will monitor your child's use of email, the internet and mobile electronic devices, e.g. iPads.
Thisisto check that your childis not misbehaving when using this technology or putting themselves at
risk of harm. If you would like more informationabout this you can read the acceptable use of IT policy
or speakto your child's teacher - l, . SPI.

29. We may use photographs or videos of your child for the School's website and social media sites or
prospectus toshow prospective pupils what we do here and to advertise the School. We will continue
to use these photographs andvideos afteryour child has left the School —..

30. Sometimes we use photographs and videos forteaching purposes, forexample, torecord a drama

lesson —.
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Ifyou have any concerns about us using photographs orvideos of your child please speak to
your child's teacher.

31. We publish our publicexam results, sports fixtures and other news on the websiteand put
articlesand photographsinthe local newsto tell peopleabout what we have been doing —.

32. The School must make sure that our computernetworkis working well andis secure. This
may involve information about your child, for example, our anti-virus software might scan files
containinginformation aboutyourchild-

33. From time to time, we may use a third party to provide activities, such as an external sports
coach. We may share your child's information with them, for example, to tell them what sports they
are good at and an attendance register-..

34. We can keepinformation aboutyour childfora verylongtime or evenindefinitely if we need this
for historical, research or statistical purposes. For example, if we consider the information might be
useful if someone wanted to write a book about the School - . We will only share your child's
information withother peopleand organisations when we have a good reason to do so. In exceptional
circumstances we may need to share it more widely than we would normally.

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,
or when checkingthe security of our IT network.

- we use third party ‘cloud computing’ services to store some information ratherthan the information
beingstored on hard drives|located onthe School site.

If you have any questions about the above, please speak to your child’s teacher.

Criminal offence information

In exceptional circumstances, we may use information about criminal convictions or offences. We will
only dothiswhere the law allows us to. This will usuallybe where such processingis necessary to carry
out our obligations, to exercise our rights orto look after our pupils.

More than one basis

As you will see from the information above, in some cases we will rely on more than one basis for a
particularuse of your child'sinformation. In addition, we may move from one of the legal bases listed
above to another as circumstances change. For example, as a safeguarding matter becomes more
serious, we may startto rely on ‘legal obligation’ to share personalinformation with the local authority
inaddition tothe other legal bases which are noted for safeguarding purposes.

Consent
We may ask foryour consentto use yourchild'sinformationin certain ways as an alternative to relying
on any of the bases in the table above. For example, we may ask for your consent before taking or
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using some photographs and videos if the photograph or video is more intrusive and we cannot rely
onlegitimateinterests. If weask foryour consentto use your child's personal information you can take
back this consentat any time.

Any use of your child'sinformation before you withdraw your consent remains valid. Please speak to
the school office if you would like to withdraw any consent given.

Sendinginformation to other countries

We will send your child'sinformation to countries which do not have the same level of protection for
personal informationas there isin the UK. Forexample, we may storeyour child's information on doud
computerstorage based overseas. The ICO (Information Commissioner’s Office) has produced further
information on ‘adequacy’. You can read it at https://ico.org.uk/for-organisations/dp-at-the-end-of-
the-transition-period/data-protection-and-the-eu-in-detail /adequacy/.

Ifthe country that we are sendingyourchild'sinformationtois noton the listor isnot 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 is in the UK. We will provide
you with details about the safeguards whichwe have in place outside of this privacy notice. If you have
any questions aboutthe safeguardsthatare in place please contact the School Administrator.

For how long do we keep your child'sinformation?
We keep your child's information for as long as we need to in order to educate and look after them.
We will keep certaininformation afteryour child has left the School, forexample, so that we can find
out what happened if you make a complaint. In exceptional circumstances we may keep your child's
information foralongertime than usual, but we would onlydo so if we had a good reason and only if
we are allowedtodoso underdata protection law.

What decisions can you make about your child's information?
From May 2018 you will be able to make various decisions about your child's information. Some of
these are new rights whilst others build on your child's existing rights. Your child's rightsare as follows:

e Redctification:if information held by the School about your childis incorrect you can ask us to
correct it.

e Access: you can also ask what information we hold about your child and be provided with a
copy. This iscommonly known as making a subject access request. We will also give you extra
information, such as why we use this information about your child, where it came from and
what types of people we have sentitto.

e Deletion: you can ask us to delete the information that we hold about your child in certain
circumstances. Forexample, where we nolongerneed the information.

e Portability: you can requestthe transfer of your child'sinformation to you or to a third party
ina formatthat can be read by computerin certain circumstances.

e Restriction: our use of information about your child may be restricted to simply storing it in
some cases. Forexample,if you tellus thatthe informationisinaccurate we can only use it for
limited purposes while we checkits accuracy.

o Object:youmay objecttous usingyour child'sinformation where:

= FSA|
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- we are usingitfor direct marketing purposes
- the legal basis on which we are relyingis eitherlegitimate interests or performance of atask carried

out in the publicinterest. Please see the section ‘Our legal bases for using your child's information’
above

- we are using it for historical or scientific research purposes or archiving purposes. For example, we
may keep photographs of yourclass for historical reasons.

The School Administrator can give you more information about yourchild's data protection rights.

Further information and guidance
This notice is to explain how we lookafteryourchild's personal information. The School Administrator
can answerany questions which you might have.

Tim Cannell

Parsons Green Prep School

1 Fulham Park Road

London

SW6 4L
admin@parsonsgreenprep.co.uk
02073719009

Please speak tothe School Administrator if:

e youwouldlike to exercise any of yourchild's rights listed above; or
e youwouldlike usto update the information we hold about your child; or
e youwouldpreferthatcertaininformationis kept confidential.

If you considerthat we have not acted properly when using your child's personalinformation, you can
contact the Information Commissioner's Office: ico.org.uk.
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