Parents/Carers Privacy Notice

Policy Statement

The Circle Trust is a multi-academy trust comprising a number of schools including the school where your child is a
registered pupil (the School). During your child’s time with us, we will gather and use information relating to you.
Information that we hold in relation to individuals is known as their “personal data”. This will include data that we
obtain from you directly and data about you that we obtain from other people and organisations. We might also need
to continue to hold your personal data for a period of time after your child has left the School. Anything that we do
with an individual’s personal data is known as “processing”.

This document sets out what personal data we will hold about you, why we process that data, who we share this
information with, and your rights in relation to your personal data processed by us.

What information do we process in relation to you?
We will collect, hold, share and otherwise use the following information about you:

T personal information (such as name, address, home and mobile numbers, personal email address, emergency
contact details and relationship marital status)

T financial details (such as bank account or credit card details), and other financial details such as eligibility for
free school meals or other financial assistance

1 CCTV footage and images obtained when you attend the School site
T your relationship to your child, including any Court orders that may be in place

We will also use special categories of data such as gender, age, ethnic group, sex or sexual orientation, religious or
similar beliefs, information about health, genetic information [and biometric data]. These types of personal data are
subject to additional requirements.

Where do we get your personal data from?

We will obtain an amount of your personal data from you, by way of information gathering exercises at appropriate
times such as when your child joins the School and when you attend the School site and are captured by our CCTV
system.

If you provide us with information that belongs to someone else i.e. emergency contact phone number for someone
other than yourself you must get permission from that person to share the information with us.

We may also obtain information about you from other sources. This might include information from the local
authorities or other professionals or bodies, including a Court, which might raise concerns in relation to your child.

Why do we use your personal data?
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We will hold your personal data only for as long as necessary. How long we need to hold on to any information will
depend on the type of information. For further detail please see our Retention and Destruction Policy.

Who will we share your personal data with?
We routinely share information about you with:

f Local authorities, to assist them in the exercise of their responsibilities in relation to education and
training, youth support and safeguarding purposes

f  The Department for Education and the Education and Skills Funding Agency, in compliance with legal
obligations of the school to provide information about students and parents as part of statutory data
collections

f Contractors, such as payment processing providers to enable payments to be made by you to the
Academy

Storing your information

Itis very important that only people who need to use your information can see it. The school keeps your information
safe by:

T Storing paper documents in locked filing cabinets in a locked office

T Electronic records are stored in the Schools Information Management Software which is located on a secure
server

T Any other electronic data is secured with encryption and passwords

The Department for Education may share information that we are required to provide to them with other
organisations. For further information about the Department’s data sharing process, please visit:
https://www.gov.uk/guidance/data-protection-how-we-collect-and-share-research-data.

Contact details for the Department can be found at https://www.gov.uk/contact-dfe.

Local authorities may share information that we are required to provide to them with other organisations. For further
information  about =~ Wokingham  Borough  Council’'s  data  sharing  process, please  visit:
http://www.wokingham.gov.uk/council-and-meetings/information-and-data-protection/fair-processing-of-your-
information
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