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INDUCTION PACK
CROFTON ACADEMY, like all schools, is required by law to collect and store data about its pupils. By asking you
to complete the necessary forms before your child comes to school in September, we hope to have all the
information in place which will enable their transition to be as seamless as possible. It will also ensure that we
have emergency contact details and important health information to help us provide the best possible care for
your child.
The Privacy Notice contained within this booklet will simplify the information we require and explain why we need
it. It is information that we are required by law to give you in advance of collecting your data. This information
booklet, together with accompanying consent forms are separate so you can keep the information and return the
forms to us separately.

DATA PROTECTION - PRIVACY NOTICE
WHY DO WE COLLECT AND USE PUPIL INFORMATION?
We collect and use pupil information under the principle of the
General Data Protection Regulations (GDPR) which states that data
is used for “specified, explicit and legitimate purposes”. We are
also governed by the Data Protection Act 2018. We use pupil data
to:
●
●
●
●
●

support pupil learning;
monitor and report on pupil progress;
provide appropriate pastoral care;
assess the quality of our services; and
comply with the law regarding data sharing.

Pupil information which we collect, hold and share include:
● personal information (i.e. name, unique pupil number and
address);
● characteristics (i.e. ethnicity, language, nationality, country of
birth and free school meal eligibility); and
● attendance information (i.e. sessions attended, number of
absences and absence reasons).
COLLECTING PUPIL INFORMATION
We process pupil information in order to “exercise the official
authority vested in us” to deliver education to your child. Whilst the
majority of pupil information you provide to us is mandatory, some
of it is provided to us on a voluntary basis. In order to comply with
GDPR we will inform you when your consent is required, for example
in respect of racial or ethnic origin, religion, or where we intend to
use photographs or biometric finger prints.
STORING PUPIL DATA
We hold pupil data until your child reaches 25 years of age. After
this date we will anonymise data for statistical purposes. Records
will then be destroyed in a confidential manner unless there have
been allegations against staff or cases of child protection and/or
safeguarding where we are required to keep these for a much longer
period.

●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Capita SIMS
Data systems: 4 Matrix; ClassCharts; Cpoms
IT contractor - Alamo
Police
Social Services
Educational Psychology Department
Children & Adolescent Mental Health Services (CAMHS)
Other schools/academies/MATs (during pupil transfer)
Sixth form colleges & other post-16 providers (during
pupil transfer)
Eclipse library records system
Cunninghams (school catering)
Examination boards
Connexions
Offsite learning providers
Residential trip organisers (and insurers)
Tempest (school photographers)
Parentmail
Skills Funding Agency
Managing Information Across Partners (MIAP)
Standards Testing Agency
Peripatetic agencies (Wakefield Music Services)
Sheffield University (Discover US Programme)

● Leeds University (Scholars Programme)
AGED 14+ QUALIFICATIONS
For pupils enrolling for post-14 qualifications, the Learning
Records Service will give us a pupil’s unique learner number
(ULN) and may also give us details about the pupil’s learning or
qualifications.
DATA COLLECTION REQUIREMENTS
To find out more about the data collection requirements
placed on us by the Department for Education (for example
the school census) go to:
https://www.gov.uk/education/data-collection-andcensuses-for-schools.

WHY WE SHARE PUPIL INFORMATION

WHAT IS DIFFERENT ABOUT PUPILS AGED 13+?

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

Once our pupils reach the age of 13, we pass pupil information
to the local authority and/or provider of youth support
services as they have responsibilities in relation to the
education or training of 13-19 year olds under Section 507B of
the Education Act 1996.

We are required to share information about our pupils with the (DfE)
under Regulation 5 of The Education (Information About Individual
Pupils) (England) Regulations 2013. This data sharing underpins
school funding and educational attainment policy and monitoring.
WHO DO WE SHARE PUPIL INFORMATION WITH?
We routinely and/or occasionally share pupil information with:
●
●
●
●
●

The Local Authority (LA) (i.e. admissions, exclusions)
Department for Education (DfE)
Ofsted
NHS (vaccinations/school nursing service)
Children First Hub

This enables them to provide services as follows:
● youth support services; and
● careers advisers.
A parent/carer can request that only their child’s name,
address and date of birth be passed to their local authority or
provider of youth support services by informing us. This right
is transferred to the child pupil once he/she reaches the age
16.

OUR PUPILS AGED 16+
We will also share certain information about pupils aged 16+
with the local authority and/or provider of youth support
services as they have responsibilities in relation to the
education or training of 13-19 year olds under Section 507B of
the Education Act 1996.
This enables them to provide services as follows:
● post-16 education and training providers;
● Youth support services; and
● careers advisers.
For more information about services for young people, please
visit the local authority website.
THE NATIONAL PUPIL DATABASE (NPD)
The NPD is owned and managed by the Department for
Education and contains information about pupils in schools in
England. It provides invaluable evidence on educational
performance to inform independent research, as well as studies
commissioned by the Department. It is held in electronic format
for statistical purposes. This information is securely collected
from a range of sources including schools, local authorities and
awarding bodies.
We are required by law, to provide information about our pupils
to the DfE as part of statutory data collections such as the
school census. Some of this information is then stored in the
NPD. The law that allows this is the Education (Information
About Individual Pupils) (England) Regulations 2013.
To find out more about the pupil information we share with the
department, for the purpose of data collections, go to:
https://www.gov.uk/education/data-collection-and-censusesfor-schools.

To be granted access to pupil information, organisations must
comply with strict terms and conditions covering the
confidentiality and handling of the data, security
arrangements and retention and use of the data.
For more information about the department’s data sharing
process, please visit:
https://www.gov.uk/data-protection-how-we-collect-andshare-research-data
For information about which organisations the department
has provided pupil information, (and for which project), please
visit the following website:
https://www.gov.uk/government/publications/nationalpupil-database-requests-received
To contact DfE: https://www.gov.uk/contact-dfe
REQUESTING ACCESS TO YOUR PERSONAL DATA
Under GDPR, parents/carers and pupils have the right to
request access to information about them, which we hold. To
make a request for your personal information, or be given
access to your child’s educational record you can download a
Subject Access Request form from the “Parents” page of the
school website: www.croftonacademy.org.uk.
You also have the right to:
● object to processing of personal data that is likely to cause,
or is causing, damage or distress;
● prevent processing for the purpose of direct marketing;
● object to decisions being taken by automated means;
● in certain circumstances, have inaccurate personal data
rectified, blocked, erased or destroyed; and
● claim compensation for damages caused by a breach of the
Data Protection Regulations.

To find out more about the NPD, go to:
https://www.gov.uk/government/publications/national-pupildatabase-user-guide-and-supporting-information.

If you have a concern about the way we are collecting or using
your personal data, you should raise your concern with us in
the first instance or directly to the Information
Commissioner’s Office at https://ico.org.uk/concerns/

The Department may share information about our pupils from
the NPD with third parties who promote the education or wellbeing of children in England by:

Contact:
If you would like to discuss anything in this privacy notice,
please contact:

● conducting research or analysis.
● producing statistics; and
● providing information, advice or guidance.
The Department has robust processes in place to ensure that
the confidentiality of our data is maintained, and there are
stringent controls in place regarding access and use of the data.
Decisions on whether DfE releases data to third parties are
subject to a strict approval process and based on a detailed
assessment of:
●
●
●
●

who is requesting the data;
the purpose for which it is required;
the level and sensitivity of data requested; and
the arrangements in place to store and handle the data.

Andrea Hewson, Data Protection Officer
OTHER DISCLOSURES
We will advise you at the time, should we wish to disclose your
child’s data to any other appropriate third party (i.e. new
contractors/partners), and this Privacy Notice will be updated.
ESTRANGED PARENTS

We would like to make clear our position regarding parents
who are separated/divorced. Unless there is a court order
to the contrary both parents are considered to have legal
responsibility and therefore entitled to information about
their child. The school cannot become involved in
arguments between parents about school reports, letters
etc.

BIOMETRICS / SCHOOL MEALS
The school currently operates a cashless transaction system to enable pupils to purchase school meals; this is a system
we have run successfully for a number of years.
Under the Protection of Freedoms Act 2012 (Sections 26 to 28) which came into effect in September 2013, we are
required to obtain the written consent of at least one parent before using a child’s biometric information for this
automated system.
Biometric information in this instance is a fingerprint. The school will take and use information from your child’s
fingerprint and convert it into a unique code which is then stored on the computer system. An image of your child’s
fingerprint is not stored. Please note that if your child leaves the school, or if for some reason they cease to use the
biometric system, their biometric data will be securely deleted.
If you do not wish your child’s biometric information to be processed by the school, or your child objects to such
processing, we will provide a reasonable alternative arrangement. A card reader where children can input their lunch
money will be provided. Data will be collected to identify each child, but this will not be biometric data and is governed
by the GDPR 2016 and Data Protection Act 2018.
We ask that parents/carers of pupils in receipt of free school meals discuss with them the importance of using their
daily allowance which does not role into the following day and is therefore lost.
Cheques for topping up school meals must be in an envelope with your child’s name on and placed in the deposit box
in the dining hall. Once money has been entered onto your child’s account it cannot be removed, it is therefore
important your child is aware of splitting monies between siblings, and/or bus fares when giving them money for this
purpose. You are also able to pay online using Parentmail.
For more information about school meals, paying online, sample menus, how to apply for free school meals etc, please
see our website www.croftonacademy.org.uk/parents.

PARENTMAIL
We use ParentMail to help with communication between school and home. ParentMail has also helped us reduce costs
whilst considering the environmental impact associated with the amount of paper and photocopying involved in sending
letters home. ParentMail is beneficial because:
●
●
●
●
●
●

electronic letters go home reliably and are not stuck in a school bag
you will quickly know about important or urgent messages
we can let you know more about what’s going on at school, we can calendar important events
we can produce more informative and longer newsletters in PDF format
you can book your own parents’ evening appointments with the teachers you wish to see
you can make payments for a range of things, from school trips, uniform and lunch money

An important use of ParentMail is in monitoring your child’s attendance in school. If they have not received a mark in
morning registration we will send you a text message by 10:30am advising you that we think they are absent and asking you
to contact school. We alert you as soon as we realise your child has not obtained a mark and together with your help we
can ensure your child is safe.
The information you complete on the consent form is updated on our Student Information Management System (SIMS)
which under the Data Protection Act has to be kept up to date and accurate. Your contact data it automatically transferred
to the ParentMail system. ParentMail will then send a verification email for you to confirm your registration with them. We
guarantee that your data is not used by ParentMail for any purpose other than to allow us to communicate with you
ourselves, they do not use your data for their own or any other purpose.
Please note that when you start using ParentMail, email messages will be sent from info@parentmail.co.uk. Please add this
address to your email address books (or approved sender list) to prevent messages from being blocked by your SPAM/JUNK
filters. ParentMail is a very safe and cost-effective way for us to communicate with you and helps us safeguard your child.
You can download the ParentMail App for Crofton Academy for both iOS and Android from Apple Store or Google Play Store.

USE OF IMAGES/VOICE RECORDINGS
At Crofton Academy we take the issue of child safety very seriously, and this includes the use of images of pupils. Including
images of pupils in school publications and on the school website can be motivating for the pupils involved, and provide a
good opportunity to promote the work of the school. Any use of public images at Crofton Academy is underpinned by our
school’s continued awareness of pupil safety and as such pupils are not identified when photos are used externally (i.e.
school prospectus/website). On the rare occasion we are asked to provide names (i.e. by local press) we will contact you
individually at the time for additional consent.
The school now regularly uses Facebook and Twitter to promote events and celebrate achievements. Your child will not be
identified by name and on the consent form there is an opportunity for you to strike out this part of the consent if you would
rather we didn’t use your child’s photo for social media. We fully understand that some parents do not wish their children
to have access to Facebook and Twitter, and we respect that it would not be appropriate for us to use those pupils’ photos.
From time to time pupils may be involved in the production of video recordings. At such times we will contact you to obtain
permission to record your child and advise you what that recording will be used for. Examples of such recordings include:
media week video used at induction evenings; a mental health and wellbeing video used on the school website; ski trip video
and live music events.
This year we have an amazing opportunity to air our voices and advertise our school on local government radio. Recordings
will play in leisure facilities across the district and this will be a great chance for our pupils to represent the school in
pre-recorded messages and advertisements. In order to support this we have included an additional permission line for you
to agree with or withhold consent.
The use of CCTV is detailed in our registration with the Information Commissioner’s Office (ICO). It would not be reasonably
practicable for us to identify those pupils for whom we do not hold photographic permission in respect of the use of CCTV.
It is used for the protection of all pupils and reviewed where necessary following behavioural incidents/accidents. CCTV in
school is only reviewed by members of staff authorised by the Headteacher to do so and is not widely accessible. CCTV
cameras are situated inside and outside school as a security measure, they are not used in classrooms, bathrooms or
changing rooms.

NOTES

FIRST AID
CROFTON ACADEMY provides first aid care for staff, pupils and visitors. First aid is provided to ensure your child is safe
whilst in our care and covers a range of situations from asthma attack to sports injury. A dedicated healthcare assistant
(first aid qualified) is employed to ensure consistent care is provided for everyone. Throughout school there are a
number of additional staff who have undertaken training in first aid and are qualified to provide initial care for your
child.
Additionally our dedicated first aider cares for everyday illnesses and works together with parents/carers and teaching
staff to ensure your child is fit and able to be in school. They deal on a day to day basis with sickness, headaches and
migraines, period pains and other minor ailments. However they are unable to treat or diagnose illnesses or treat
injuries that occurred at home and which required medical treatment at the time. We ask that you ensure your child
has sought appropriate treatment outside of school for these matters; we are not a substitute for professional medical
help. None of our staff are healthcare professionals or medically trained.
If your child is injured in school or taken ill whilst in our care and we feel they need further treatment, a second opinion
or are simply not well enough to be in school, we will contact you to make arrangements to collect them. WE CANNOT
SEND A CHILD HOME ON THEIR OWN, especially when they are not feeling 100%. You or your representative must
collect them from reception and it is important you tell us who will be collecting them. We do not guarantee to contact
you every time your child attends the first aid room, for example if we do not consider an injury to be serious, or it is
an illness that can wait, or something they had at home which you may already be aware of. We are also aware that
pupils do not always attend the first aid room, particularly if they injure themselves during Period 5 and they want to
get home on time.

What do we mean when we
recommend you get an
injury checked out?

What happens when we
contact emergency services?

How long should you keep
your child away from school?

We
recommend
you
seek
professional medical advice for an
injury or illness as we think it could
be something that needs treatment
or medication. We can only advise
you of this and cannot make a
judgement about what your child
has done or what is wrong.

If your child has an injury or illness
that we feel needs immediate
emergency medical attention we
will call 999. We would prefer you
to come straight to school and meet
the emergency services here, but if
we need to, we can arrange to meet
you at the hospital so you can take
over care for your child. We will not
leave them on their own.

Your child’s attendance at school is
very important, however we realise
there are times when they have an
infectious illness and are unable to
attend. The decision about how
long they need to be off is yours or
your doctors, however we are
happy to offer advice on
recommended
periods
of
incubation.
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SCHOOL POLICY
The school has an “Emergency Care in School Policy” which is available from the school website:
www.croftonacademy.org.uk, or ask at reception for a paper copy

Returning to school with a temporary cast and/or crutches?
We need to undertake a risk assessment, so you will need to contact your child’s learning mentor to arrange a meeting
for us to talk about your child’s return to school. It is important to us that your child returns with the best possible care
we can offer so this meeting is crucial

MEDICATION
With the right care we are able to administer medicines on your behalf if absolutely necessary. We accept that some
children require medication on a regular basis and we can arrange for them to attend the first aid room to receive/access
this. However, we have strict controls about this and basic requirements need to be met with the appropriate paperwork
before we can do this, for example, we cannot:
●
●
●
●
●
●

accept medicines that are not in pharmacy labelled packaging (prescription medication) or in the original container
with manufacturers labels (over the counter medicines);
give over the counter medications for longer than is recommended on the packaging;
accept medication where a pharmacy label has been altered;
accept blister packs or odd tablets taken out of a box of medication;
accept ibuprofen or codeine that is not prescribed for your child;
accept medication which is prescribed for a sibling.

When your child needs medication in school we ask you to bring them into reception and complete a “Medication in
School Form”. We do not recommend that children self-administer medications with the exception of inhalers and
epipens.
Emergency medication such as epipens, asthma inhalers, diabetic kits, epilepsy medication etc can be kept in the first
aid room, labelled and easily accessible.
We will contact you when medication is out of date or needs to be disposed of which remains your responsibility.
If your child forgets medication usually taken at home you can bring the medication in to reception and administer the
medication to them, it cannot be left with staff to pass on.
Before your child starts at Crofton Academy we asked you to complete a consent to administer paracetamol form - we
will administer paracetamol only when we deem it necessary to do so and then only between 10am and 2pm.
When you child is going out of school on a trip or visit we will provide the information you have supplied to the trip
co-ordinator. It is therefore essential that you keep us informed of changes in their health and wellbeing. If they are
going on a residential trip we will ask for a medical form to be completed as part of the administration of that visit.

My child has forgotten to take
their medication at home, can
I drop a tablet in?

I need to increase my child’s
dose of medication

My child has been told to have
paracetamol every day by a
doctor or dentist

Yes, but you will have to wait to give
it to your child in person - we cannot
accept responsibility for medication
that is not in its regular packaging or
outside its normal time of
administration.

We can only do this with newly
prescribed pharmacy-labelled and
packaged medication to replace the
old - we will not up doses of
medication under any other
circumstances.

We will only give paracetamol for the
length of time recommended on the
manufacturer’s guidance, after that
you will need to obtain a prescription
for medication to be administered.

FAQs
My child is ill and will be absent from school - who do I tell?
You should contact school on 01924 862985 and leave a message with either the Receptionist or ‘report a pupil absent’
option 1. If we do not hear from you by 10:30am you will be contacted by text to remind you your child is absent and
we have not been informed. (Please note if the phone line is busy you may not get an engaged tone, please keep trying)
to get through)
I am worried about what my child is eating at school - how do I find out more?
Contact school and talk to our Receptionist who will organise a printout to be sent to you. This will detail what they have
bought from the school kitchen. If you are worried your child is spending too much each day we can arrange a cap to be
put on their spending. Using the ParentMail app you can also check online how much money they have on their account
and what they have been spending money on. You will also be able to view this information online via ParentMail
ONLINE payments system.

My child has lost some uniform/planner, what do we do next?
A Planner is an essential part of your child’s daily equipment. They need to ensure it is looked after and kept in a good
condition throughout the year. If they are lost of destroyed beyond usefulness, new planners can be bought from
Reception, however the replacement charge for a planner is £5.00. In the first instance when your child loses something,
they should retrace their steps to see if they can find items they have lost, they are usually not in the place they think
they are, they need to go back through the whole day! Lost items of clothing and PE kit will eventually be collected at
Reception, but this could take a day or two. We ask that you make sure you put your child’s name in all their items of
uniform. If an item is named we will endeavour to return it to them.
My child has a dentist/doctors/orthodontist appointment, can they leave school?
You need to write the date and time of appointment in their planner. They will need this to leave a lesson. It is important
you collect them for their appointment, we do not allow them to leave the premises on their own.
My child has texted me to say they are ill and I should collect them
No child should contact home to arrange being picked up during the day. If your child is ill they should go the first aid
room (via Reception). The staff on duty will decide whether or not they feel a child is well enough to remain in school.
If they think they should come home, a member of staff will contact you, or your designated emergency contact if we
cannot reach you. It is not school procedure to contact just anyone given to us by your child, they have to be named on
our contact database. If you receive a text please contact Reception on 01924 862985 to see what the situation is.
You have rung me to collect my child but I cannot get there
It is not school procedure to allow children to go home alone, particularly if they are ill. We have rung you as a last resort
as we feel your child is not well enough to stay in school. We do not therefore feel it appropriate or safe to send them
home on their own, either walking or by public transport. You will be asked to arrange for someone to collect them and
to let us know who this will be.
What if my child needs to contact me during the day?
Sometimes your child has planned to attend a club/sporting fixture after school which is cancelled on the day. They
should come to Reception and we will allow them to telephone you. It is important that if your child is attending an after
school activity you make arrangements with them about how they are getting home. Pupils should not ask Reception
to call home when they are ready to be collected or ask who is picking them up. Likewise we cannot contact home for
them to arrange to go to friends’ houses. Please ensure you make social arrangements with them at home.
My child has forgotten their PE kit/homework
We will not telephone home for forgotten items on a regular basis. It is a pupil’s responsibility, using their planners, to
remember the equipment they need each day.

CROFTON ACADEMY
High Street Crofton Wakefield WF4 1NF
Tel: 01924 862985 fax: 01924 865985
www.croftonacademy.org.uk

