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1. About this notice
This notice explains how Cadmore End CofE Combined School and Nursery collects, uses, stores and shares personal information about pupils. It is written for pupils and their parents or carers.
The school is the data controller. This means that we are responsible for deciding how and why personal information is used and for keeping it safe. Our Data Protection Officer (DPO) provides independent advice and oversight. Contact details are at the end of this notice.
2. The personal information we collect
We collect information needed to educate pupils, keep them safe, support their wellbeing and meet our legal responsibilities. Depending on the pupil and the support required, this may include:
identifying and contact information, including name, date of birth, address, unique pupil number and parent/carer and emergency contact details;
personal characteristics, including ethnicity, language, nationality, country of birth and eligibility for free school meals or other funding;
attendance information, including sessions attended, absences, reasons for absence and previous schools;
assessment, attainment and progress information, including statutory assessment results;
behaviour, pastoral support and any suspension or alternative provision information;
special educational needs and disabilities, including the type of need, professional advice and support provided;
health, medical and dietary information, including allergies, medication and individual healthcare plans;
safeguarding information, including court orders and involvement from relevant professionals;
photographs, video or recordings where appropriate; and
information about school meals, trips, clubs, transport and payments where relevant.
3. Where the information comes from
We usually receive information directly from pupils and parents/carers through admission forms, consent forms, conversations and information provided during a pupil’s time at school. We may also receive information from:
a pupil’s previous school or early years setting, including through the Common Transfer File;
Buckinghamshire Council and other local authorities;
the Department for Education (DfE);
health, social care, safeguarding and other public services; and
professionals and organisations supporting the pupil or family.
4. Why we use pupil information
We use pupil information to:
provide education and monitor attainment, progress and wider development;
identify and provide additional learning, SEND, medical or pastoral support;
promote attendance, inclusion and positive behaviour;
safeguard pupils and protect their health, safety and wellbeing;
communicate with pupils, parents/carers and relevant professionals;
organise school meals, trips, clubs and other activities;
evaluate and improve the quality of our teaching, provision and services;
administer admissions, funding and the day-to-day running of the school; and
meet legal duties, complete statutory returns and respond to authorised requests.
5. Our lawful reasons for using information
We only use personal information where data protection law allows us to do so. The lawful bases we rely on most often are:
Public task – using information to provide education and carry out the school’s official functions.
Legal obligation – using information because the law requires the school to do so, for example for safeguarding, attendance or statutory data returns.
Vital interests – using information in an emergency to protect someone’s life or prevent serious harm.
Consent – using information for a specific optional purpose after clear permission has been given, for example some uses of photographs.
Legitimate interests – used only where appropriate and where the school’s or another person’s legitimate interests do not override the rights of the pupil.
Where we rely on consent, it can be withdrawn at any time. We will explain how to do this when consent is requested. Withdrawing consent does not affect anything lawfully done before it was withdrawn.
6. Sensitive personal information
Some information requires additional protection under data protection law. This includes information about health, disability, ethnicity, religion, biometric data used for identification and sexual orientation. We may use this information where an additional legal condition applies, for example to safeguard pupils, provide SEND or medical support, meet equality duties, protect health and safety or meet another substantial public-interest requirement.
Criminal offence information is also protected and will only be used where permitted by law and where appropriate safeguards are in place.
7. Is the information compulsory?
Most of the pupil information we request is needed so that we can carry out our public duties or comply with the law. Some information is optional. When we collect information, we will explain whether it must be provided and what may happen if it is not provided.
8. Keeping and protecting information
We keep personal information only for as long as it is needed or as required by law. Retention periods are set out in the school’s Records Retention Schedule, which is available from the school office.
We use appropriate physical, technical and organisational safeguards. These include secure school systems, access controls, passwords, staff training, locked storage and secure disposal. Access is limited to people who need the information for their role.
9. Who we share information with
We do not sell pupil information. We share it only where there is a lawful reason and only to the extent necessary. Depending on the circumstances, recipients may include:
other schools or education settings that a pupil attends or moves to;
Buckinghamshire Council and other relevant local authorities;
the Department for Education and other government bodies;
Ofsted and other authorised regulators or inspectors;
health services, social care, safeguarding partners and emergency services;
SEND, educational psychology, attendance, alternative provision and other professionals supporting the pupil;
examining, assessment and education bodies;
police, courts and tribunals where disclosure is lawful and necessary;
approved suppliers that provide services such as management information systems, educational software, communications, catering or school payments; and
auditors, insurers and professional advisers where appropriate.
Suppliers acting on our behalf must process information only on our instructions, keep it secure and meet data protection requirements. Information may be shared without consent where the law permits or requires it, including where this is necessary to safeguard a child.
10. Sharing information with the Department for Education
The school is required to provide pupil information to the Department for Education (DfE), directly or through the local authority, as part of statutory data collections such as the school census. This information supports school funding, education policy, research, accountability and the monitoring of the education system.
Some information is stored in the National Pupil Database (NPD), which is owned and managed by the DfE. The DfE is responsible for deciding how it uses and shares information held in the NPD.
Further information: How the DfE uses pupil information and the National Pupil Database privacy notice.
11. Your data protection rights
Under data protection law, pupils and parents/carers have rights over their personal information. These rights do not apply in every situation because they depend on why the school is using the information and whether the school is legally required to keep it.
Be informed – to know what we collect, why we use it, how long we keep it and who we share it with. This notice provides that information.
Access – to ask for a copy of personal information we hold about you. This is known as a Subject Access Request.
Rectification – to ask us to correct inaccurate information or complete information that is incomplete.
Erasure – to ask us to delete information in certain circumstances. This will not usually apply where we must keep it by law or need it to carry out our public duties.
Restriction – to ask us to limit how we use information while a concern about its accuracy or use is considered.
Object – to object to our use of information in certain circumstances. This right is not absolute and may not apply where we have a legal duty or compelling reason to continue.
Withdraw consent – to withdraw consent at any time where consent is the basis for using the information.
Challenge automated decisions – to ask for human involvement where a significant decision has been made solely by an automated system.
Make a complaint – to raise a concern with the school or complain to the Information Commissioner’s Office (ICO).
The school does not currently make significant decisions about pupils solely through automated processing.
To exercise a right, please contact the school or the DPO. We will normally respond within one calendar month. We may need to confirm identity and will explain if a particular right does not apply.
Parents/carers with parental responsibility may also have a separate right to access their child’s educational record. Please contact the school for advice.
12. Concerns and complaints
Please contact us first if you have a concern about how personal information has been collected or used. We will try to resolve it promptly. You may also complain to the ICO:
Website: ico.org.uk/make-a-complaint
Telephone: 0303 123 1113
Post: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF
13. Contact us
School: Cadmore End CofE Combined School and Nursery, Cadmore End, Buckinghamshire HP14 3PE
Telephone: 01494 881460
Email: office@cadmoreendschool.org
Data Protection Officer: Tina Massie
If this notice changes significantly, we will make the updated version available and inform families where appropriate.
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