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What do schools with primary aged pupils need to do?

You need to:

· Insert the relevant information into the Privacy Notice (titled: Privacy Notice Primary and Middle)*

· If you as a school share data with anyone not listed on the LA or DFE websites, you should consider adding this into the Privacy Notice. The DFE suggest that schools seek legal advice if they are planning to change the Privacy Notice in this way. 

· Issue a copy of the Privacy Notice to all parents of new pupils (including any early years settings within your school) – this can be done by sending a letter and copy to the parents with other information 
· Notify all parents of the Privacy Notice – Inform the parents and carers of pupils that were in the school last academic year that there is a new Privacy Notice.  This can be done by publishing on the school's website but hard copies need to be provided for those without web access

· Make sure new pupils starting throughout the year are provided with the Privacy Notice
· Consider adding the Privacy Notice into your school prospectus / newsletter / school website / notice board / with individual pupil reports etc.

* Words to be inserted are highlighted in red within the Privacy Notice. 

A description is as follows:
Privacy Notice
Page 1 – insert the name of your school

Page 1 – insert the name of your school administrator
What do schools with middle aged pupils need to do?

You need to:

· Insert the relevant information into the Privacy Notice (titled: Privacy Notice Primary and Middle)*

· If you as a school share data with anyone not listed on the LA or DFE websites, you should consider adding this into the Privacy Notice. The DFE suggest that schools seek legal advice if they are planning to change the Privacy Notice in this way. 

· Issue a copy of the Privacy Notice to all parents of new pupils** -  this can be done by sending a letter and copy to the parents with other information

· Notify all parents of the Privacy Notice** – Inform the parents and carers of pupils that were in the school last academic year that there is a new Privacy Notice. This can be done by publishing on the school's website but hard copies need to be provided for those without web access

· Make sure new pupils starting throughout the year are provided with the Privacy Notice

· Consider adding the Privacy Notice into your school prospectus / newsletter / school website / notice board / with individual pupil reports etc.

* Words to be inserted are highlighted in red within the Privacy Notice. 

A description is as follows:
Privacy Notice

Page 1 – insert the name of your school

Page 1 – insert the name of your school administrator

** if the child is over the age of 12 they should be made aware of the Privacy Notice if they have the 
capacity to understand it

What do schools with secondary aged pupils need to do?

You need to:

· Insert the relevant information into the Privacy Notice (titled: Privacy Notice Secondary)*
· If you as a school share data with anyone not listed on the LA or DFE websites, you should consider adding this into the Privacy Notice. The DFE suggest that schools seek legal advice if they are planning to change the Privacy Notice in this way. 

· Issue a copy of the Privacy Notice to all parents of new pupils**– this can be done by sending a letter and copy to the parents with other information 

· Notify all parents of the Privacy Notice** – Inform the parents and carers of pupils that were in the school last academic year that there is a new Privacy Notice. This can be done by publishing on the school's website but hard copies need to be provided for those without web access

· Make sure new pupils starting throughout the year are provided with the Privacy Notice

· Consider adding Privacy Notice into your school prospectus / newsletter / school website / notice board / with individual pupil reports etc.

* Words to be inserted are highlighted in red within the Privacy Notice. 

A description is as follows:
Privacy Notice

Page 1 – insert the name of your school

Page 1 – insert the name of your school administrator

** if the child is over the age of 12 they should be made aware of the Privacy Notice if they have the 
capacity to understand it

What do academies need to do?

You need to:

· Insert the relevant information into the Privacy Notice (titled: Privacy Notice Academies Primary and Middle or Secondary)* Primary and Middle for those below 14 and Secondary for those over 14 years of age)

· If you as a school share data with anyone not listed on the LA or DFE websites, you should consider adding this into the Privacy Notice. The DFE suggest that schools seek legal advice if they are planning to change the Privacy Notice in this way. 

· Issue a copy of the Privacy Notice to all parents of new pupils (including any early years settings within your school)** -  this can be done by sending a letter and copy to the parents with other information

· Notify all parents of the Privacy Notice** – Inform the parents and carers of pupils that were in the school last academic year that there is a new Privacy Notice. This can be done by publishing on the school's website but hard copies need to be provided for those without web access

· Make sure new pupils starting throughout the year are provided with the Privacy Notice

· Consider adding the Privacy Notice into your school prospectus / newsletter / school website / notice board / with individual pupil reports etc.

* Words to be inserted are highlighted in red within the Privacy Notice. 

A description is as follows:
Privacy Notice
Page 1 – insert the name of your school

Page 1 – insert the name of your school administrator

** if the child is over the age of 12 they should be made aware of the Privacy Notice if they have the 
capacity to understand it

What do special schools and short stay schools need to do?

You need to:

· Insert the relevant information into the Privacy Notice (titled: Privacy Notice Primary and Middle or Secondary)* Primary and Middle for those below 14 and Secondary for those over 14 years of age.

· If you as a school share data with anyone not listed on the LA or DFE websites, you should consider adding this into the Privacy Notice. The DFE suggest that schools seek legal advice if they are planning to change the Privacy Notice in this way. 

· Issue a copy of the Privacy Notice to all parents of new pupils (including any early years settings within your school)** -  this can be done by sending a letter and copy to the parents with other information

· Notify all parents of the Privacy Notice** – Inform the parents and carers of pupils that were in the school last academic year that there is a new Privacy Notice.  This can be done by publishing on the school's website but hard copies need to be provided for those without web access

· Make sure new pupils starting throughout the year are provided with the Privacy Notice

· Consider adding the Privacy Notice into your school prospectus / newsletter / school website / notice board / with individual pupil reports etc.

* Words to be inserted are highlighted in red within the Privacy Notice. 

A description is as follows:
Privacy Notice

Page 1 – insert the name of your school

Page 1 – insert the name of your school administrator

Frequently asked questions:

Q: What is a Privacy Notice?

A: A Privacy Notice informs ‘data subjects’ (individuals who are the subject of personal data) of the identity of the ‘data controller’, why the data is being processed, and any other information necessary to make the processing of the data fair. Data controllers are bound under the Data Protection Act 1998 as to how they process personal data.   
Q: Does my school have to issue a Privacy Notice?

A: Yes, it is a statutory duty for all schools to do this under the Data Protection Act.

Q: When do I need to do this by?

A: The Privacy Notice must be issued during the Autumn term 2011.

Q: I’m not sure who I should be sending the Privacy Notice to – the parent or the child?

A: DfE guidance states that the Privacy Notice should be sent to the parent (or person with parental responsibility) where a child is younger than the age of 12. In this instance, the parent should be encouraged to share the Privacy Notice with the child, if the child has the maturity to understand it. If the child is over 12 the school should make them aware of what the Privacy Notice is that they are taking home to their parents/carer or that they are been signposted to.
Q: What if the child in question has multiple parents / carers?

A: The DfE guidance states that just one Privacy Notice is sent to the main parent / carer address.

Q: The secondary school Privacy Notice refers to the Learning Records Service – what is this?

A: This is about young people registering for post-14 qualifications. 

Further information is available from the Department of Education:  http://www.education.gov.uk/ 
If you have further questions, please do not hesitate to contact Nikki O'Brien on 01905 728932 / nobrien@worcestershire.gov.uk  
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