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Appendix 1         Names of First Aiders 

 
POLICY  

1.0 INTRODUCTION  

 
1.1 The purpose of this First Aid Policy is to enable the school to effectively meet the 

requirements of the Health and Safety (First Aid) Regulations 1981 and in doing so to:  

 Provide for the immediate needs and requirements of staff and students who have 

sustained either a serious or a minor injury  

 Ensure that adequate resources and arrangements are in place to deal with 

injuries/accidents as they arise  

 Ensure lines of communication with parents/guardians are in place if required  

 Activate a known plan of action with which all staff are familiar  

 

1.2 The School shall inform employees of the first-aid provisions made for staff, 

including the position of equipment, facilities and names of designated first aiders.  

1.3 The treatment of minor illness by the administration of medicines and tablets falls 

outside of the definition of first aid in the Regulations and the School will not permit 

the presence of any such medication in designated first-aid boxes. Please refer to 

the Managing Medicines Policy for South Grove Primary for more information. 

 

2.0 DEFINITIONS  
2.1 ‘First aid’ means medical treatment for an injured person for the purpose of 

preserving and stabilising life and minimising the consequences of injury or illness until 

further medical treatment can be administered.  

2.2 ‘First aider’ means: a person who holds a valid First Aid at Work Certificate or 

equivalent qualification. 

  

3.0 ROLES AND RESPONSIBILITIES  
 The overall responsibility for the day-to-day management of school rests with the 

Head teacher.  

 The class teacher is responsible for classroom supervision and all staff on break 

duty are directly responsible for the supervision of pupils at break time.  

 The Headteacher’ is responsible for ensuring training is up to date.  
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4.0 ASSESSMENT OF FIRST-AID NEEDS  
4.1 The Head Teacher shall make an assessment of first-aid needs appropriate to the 

circumstances of the school. The Head Teacher will need to assess what facilities 

and personnel are appropriate, and to justify the level of first aid provision. Where 

necessary and relevant, all staff will be trained on how to administer aspects of first 

aid e.g. epi-pens.  

 

4.2 Where the first-aid assessment identifies a need for employees to be trained as 

first aiders, the Head Teacher shall ensure they are provided in sufficient numbers at 

appropriate locations to enable first aid to be administered without delay should the 

occasion arise. All designated first aiders must re-qualify every 3 years. This means 

re-qualifying before the end of the third year when the certificate is no longer valid.  

 

4.3 All staff will ensure that they have read the school’s First Aid Policy,  

 

5.0 MANAGEMENT OF FIRST-AID EQUIPMENT  
5.1 It shall be the responsibility of the welfare assistant/senior inclusion assistant, line 

manager and finance officer.  to ensure the provision of materials, equipment and 

facilities needed for the level of cover required. This will include ensuring that first-aid 

equipment, suitably marked and easily accessible, is available in the agreed 

designated areas. Where additional or replacement material or equipment is 

required, staff should speak to their line manager and the finance officer about 

ordering more items immediately. The welfare officer will also ensure that all out of 

date items are discarded and replaced. These need to be checked on a regular 

basis i.e. termly.  

 

5.2 It is also expected that before going on duty/ on a school visit etc., first aiders 

shall take responsibility for ensuring their first-aid box and bumbag contents are 

sufficient. 

  

6.0 FIXED AND PORTABLE FIRST-AID BOXES  

 
6.1 All School first-aid boxes and bumbags are coloured green and are identified by 

a white cross on a green background. This conforms to the Safety Signs and Safety 

Signals Regulations.  

 

 Portable First Aid kits are taken on educational visits and are available from the 

medical    room.  

6.3 The boxes should contain a sufficient quantity of suitable first-aid materials. 

According to DFE guidance, as a minimum, First Aid Boxes should contain: 

micropore, scissors, triangular bandage, wound dressing, instant ice pack and 

gloves. No medicinal substance or materials are permitted within a first-aid box. This 

includes items such as antiseptic sprays, lotions, suntan oil, etc.  

6.4 Individually wrapped sterile moist wipes, not impregnated with alcohol or 

antiseptic, may be used.  

6.5 Blunt ended stainless steel scissors should be kept in the boxes in case there is the 

possibility that clothing may have to be cut away prior to first aid treatment.  

6.6 Where tap water is not available for use as an eye wash only sterile water, sterile 

normal saline or sterile normal saline eye irrigation should be provided near the first-

aid box. Eye baths/cups/refillable containers should not be used for eye irrigation.  

6.7 Please see Managing of Medicines policy for South Grove Primary School for 

more information re dispensing of medicine and the record of medication form.  
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7.0 FIRST-AID ROOMS AND TREATMENT AREAS  
7.1 According to DFE guidance, where first-aid needs to be administered in a room, 

it should be administered in the school office or another room, the Medical room 

which will:  

(a) be large enough to hold necessary equipment;  

(b) have washable surfaces and adequate heating, ventilation and lighting;  

(c) be kept clean, tidy at all times;  

(d) be positioned as near as possible to a point of access for transport to hospital;  

(e) display a notice on the door advising of the names, locations and telephone  

numbers of first aiders  

(f) have a sink (with hot and cold water if possible);  

(g) have drinking water and disposable cups;  

(h) have soap and paper towels;  

(i) have a suitable container (preferably foot operated) lined with disposable waste 

bags  

This means that, if needed, First Aid can also be administered in a classroom, the hall 

or the art/ practical space.  

The Medical room has:  

(j) a store for first-aid materials;  

(k) a telephone or other communication equipment; and  

(l) Disposable gloves and aprons, should be provided near the first-aid box. These will 

be used to protect the first aider from contact with body fluids.  

(m) a First-Aid Record Book for recording incidents where first aid has been given.  

At all times the dignity and feelings of the patient must be respected.  

 

8.0 FIRST-AID TRAINING  
8.1 The CPD leader will arrange training for the qualification and re-qualification of 

first aiders. 

  

9.0 PROVISION OF FIRST AIDERS  
9.1 There shall normally be a minimum of 5 first aiders or appointed persons within the 

school between 8:30am and 3:25pm. At least one first aider will be on duty at 

playtimes and there will always be a first aider in the office in lesson time and after 

school for the extended day provision.  

9.2 Consideration must also be made to ensure first-aid cover during absences, such 

as annual leave and sickness 

  

10.0 CATEGORIES OF INCIDENTS AND PROCEDURES  

Any child complaining of illness or who has been injured is sent to the Medical 

Room for the qualified First Aider(s) to inspect and, where appropriate, treat. 

Constant supervision will be provided. Should the child be too ill to stay at school, 

parents should be contacted as soon as possible so that the child can be 

collected and taken home.  

 
10.1 Minor Accidents and Injuries  

The adult in charge initially looks after the injured party and uses the first aid box in 

the classroom for minor needs. If deemed necessary, a person other than the 

teacher will take the child to the Medical room or the bench in the playground. No 

medicines are administered but cuts are cleaned with sterile un-medicated wipes 

and bandages are applied if deemed appropriate. The use of disposable plastic 

gloves is mandatory at all times. 
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 All accidents are recorded on Medical Tracker by the first aider, parents are always 

contacted by telephone and e-mail (recording details of the incident/actions 

taken).  

 
Please refer to our Privacy Notice at the end of the policy and can also be found on the school 

website: 

http://www.southgrove.waltham.sch.uk/sitedocuments/Data_Protection_Cover_Blurb_for_the_

website_-_June_2019.pdf  

 

Please also refer to the Records Management and Staff Retention Schedule on the website: 

http://www.southgrove.waltham.sch.uk/sitedocuments/RECORDS_MANAGEMENT_AND_STAFF_

RETENTION_SCHEDULE_-_MAY_2018.pdf  

 

Minor Cuts and Bruises  

Method: In all cases of injury it is understood that there is at least one adult present: • 

A first aider should administer first aid if appropriate. If the first aider is not available, 

any member of staff may clean the wound. • Class teacher is informed by the first 

aider. • Teacher observation is maintained • Children are advised to show/tell 

parents  

 

Sprains/Bruises  

 A first aider should administer first aid if appropriate. If the first aider is not 

available, any member of staff may implement the process of rest, ice, compress 

and elevate  

 If in doubt, parent/s are contacted  

 Teacher observation is maintained  

 

10 .2 More Serious Accidents and Injuries  

If considered safe to do so, the injured party is taken to the First Aid room. Parents 

are immediately informed, particularly if there is a suspicion of broken bones/head 

or eye injuries. The child is kept under close observation until parents arrive, with the 

emphasis on making the child as comfortable and as settled as possible.  

Stings/Bites  

 If case is serious/ parent/s are contacted. 

 

Faints and Shocks  

 A first aider should administer first aid if appropriate. If the first aider is not 

available, any member of staff may implement the process of: • Lie the casualty 

down • Raise the legs above the level of the heart • Loosen any tight clothing • 

Ensure there is fresh air • Keep crowds away • Reassure casualty when they recover 

• Contact parents – the pupil should go home  

 

10.3 Very Serious Injuries  

In the event of a very serious injury, parents/guardians are immediately contacted. If 

the considered opinion of the staff is that immediate professional help is required, an 

ambulance is called.  

 
Parents are kept informed of developing situations. Very serious injuries are 

considered to be: 

  

Severe Bleeding Burns/Scalds Unconsciousness  

The event is subsequently recorded on Medical Tracker.  

The First Aid Policy is based on collective teacher input. All staff automatically assist 

the teacher on break duty and the first-aider in the case of a serious injury.  

http://www.southgrove.waltham.sch.uk/sitedocuments/Data_Protection_Cover_Blurb_for_the_website_-_June_2019.pdf
http://www.southgrove.waltham.sch.uk/sitedocuments/Data_Protection_Cover_Blurb_for_the_website_-_June_2019.pdf
http://www.southgrove.waltham.sch.uk/sitedocuments/RECORDS_MANAGEMENT_AND_STAFF_RETENTION_SCHEDULE_-_MAY_2018.pdf
http://www.southgrove.waltham.sch.uk/sitedocuments/RECORDS_MANAGEMENT_AND_STAFF_RETENTION_SCHEDULE_-_MAY_2018.pdf
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11.0 FIRST-AID RECORD KEEPING  
11.1 It shall be the responsibility of the Headteacher, to ensure that procedures are 

in place for the immediate recording of any injury as required by the Social Security 

Act 1975 and the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations 1995. Details on the forms to be completed, time scales for completion 

and distribution and who is to be notified, are shown on the health & safety policy.  

 

11.2 After administering treatment, first aiders will ensure they adhere to the School 

arrangements for record keeping and accident reporting, as detailed below. Each 

first aider must receive appropriate instruction to enable them to carry out this 

responsibility during first-aid training.  

 

11.3 All incidents, injuries, head injuries, ailments and treatment are reported on 

Medical Tracker 

 

The information recorded will include  

i) date, time and place of incident;  

ii) name and, where relevant, job title of the injured or ill person;  

iii) details of the injury/illness and what first aid was given;  

iv) what happened to the person immediately afterwards e.g. went home, went  

back to lessons, went to hospital, etc. and  

v) name of the first aider or person dealing with the incident.  

 

11.4 Parents are informed of a head injury by email. The email outlines the injury and 

symptoms to look out for. 

  

11.5 It is appropriate to contact parents by phone if there are concerns about the 

injury.  

 

11.6 Staff should complete an accident form via Medical Tracker if they sustain an 

injury at work.  

An injured member of staff or other supervising adult should not continue to work if 

there is any possibility that further medical treatment is needed. The member of staff 

or other supervising adult concerned should seek medical advice without delay.  

 

12.0 DUTY TO INFORM STAFF OF FIRST-AID ARRANGEMENTS  
12.1 All staff must be informed of the location of first aiders, appointed persons, 

equipment and facilities.  

12.2 The Headteacher must ensure that a notice giving the names of first aiders, their 

location and telephone number and the location of first-aid boxes, is posted in each 

of the following locations:  

 Staffroom  

 School Office  

 EYFS – the main entrance  

 

Notices will be inspected and kept up-to-date by the premises manager as part of 

the regular health and safety inspections.  
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APPENDIX 1  

Our First Aiders are:  

 

  

CHILDREN NEEDING FIRST AID 

 

All support staff have been trained in basic First Aid 

 

If you need a First Aider to help a child, the 

following are centrally available 

         

 Lorna McLean       Ext 201/2/4 

 Zoe Edmonds 

 Brigid Montgomery 

 Kirstie Hunter-Leitch    Ext 208 

 

 

SOUTH GROVE FIRST AIDERS 
Miss S. Lovell-Young                                                 

 
Teacher    Paediatric First Aid – 27/02/2021 

Ms L. Mullins                                                                Teacher Emergency First Aid at Work- 02/09/2022  

Mrs J. McKay                                                        SENCO   Emergency First Aid at Work- 02/09/2022 
Mr. S. Faal                        PE/ SPORT PPA Cover              First Aid at Work- 11/10/2020 
Ms B. Montgomery                                                      Office Emergency First Aid at Work- 02/09/2022 
Miss Z. Edmonds                                                             Office Emergency First Aid at Work- 25/05/2021 

Paediatric First Aid – 27/02/2021 
Ms. L. McLean                                                            Office Emergency First Aid at Work- 25/05/2021  

Paediatric First Aid – 27/02/2021 
Miss K. Guthrie                

 
Nursery Nurse                                Emergency First Aid at Work- 02/09/2022 

Mrs. N. Habibmoussa        Nursery Nurse                                Paediatric First Aid – 27/02/2021 

Miss A. Tomlin                    Nursery Nurse                               Paediatric First Aid – 27/02/2021 
Mrs. R. Iqbal                       Nursery Nurse                                Emergency First Aid at Work- 02/09/2022 
Mrs. M. Webster                 Nursery Nurse                                 Paediatric First Aid- 11/05/2020 
Miss M. Tobin                       Nursery Nurse                                 Paediatric First Aid- 11/05/2020 

 

Mr. T. Fawcett                     

 
Midday Play Leader                      Emergency First Aid at Work- 02/09/2022 

Mr. N. Brown                   Midday Play Leader                      Emergency First Aid at Work- 02/09/2022 

Mrs. R. Begum           

 
Midday Assistant                         Emergency First Aid at Work- 02/09/2022  

 

Mrs. S. Usmani                Midday Assistant                         Emergency First Aid at Work- 02/09/2022  

 

Ms. K. Wakefield                  Midday Assistant                         Emergency First Aid at Work- 02/09/2022 
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Mrs. J. Smith                         Midday Assistant                         Emergency First Aid at Work- 02/09/2022 

Mrs. S. Mazhar Ul-Haque   Midday Assistant                         Emergency First Aid at Work- 02/09/2022 

Mrs. F. Karim                   Midday Assistant / Breakfast           Emergency First Aid at Work- 02/09/2022 

Mrs. F. Bibi Pathan           Midday Assistant                         Emergency First Aid at Work- 02/09/2022 

Mrs. J. Bailey                        Midday Assistant                         Emergency First Aid at Work- 02/09/2022 

Mrs. C. Hepting                    Midday Assistant                         Emergency First Aid at Work- 02/09/2022 

Mrs. K. George                                           

 
LSA                                                 Emergency First Aid at Work- 02/09/2022  

 

Miss J. Summers               LSA                                                 Paediatric First Aid- 31/01/2022 

Mrs. H. Hussain                     LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mr. A. Christou                                                            LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mrs. F. Buckle                                                         LSA                                                Emergency First Aid at Work- 02/09/2022 

Ms. L.  Chau                                                               LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mrs. H. Tali Guenez              LSA                                                 Emergency First Aid at Work- 02/09/2022 

Miss R. Porter                       LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mr. A. Sill                                 LSA                                                 Paediatric First Aid – 27/02/2021 

Miss R. Kotecha                        LSA                                                 Emergency First Aid at Work- 02/09/2022 

Miss L. Mitchell                                                       LSA                                                 Emergency First Aid at Work- 02/09/2022  

 

Mrs. Ja. Lewis                                                                        LSA                                                 Emergency First Aid at Work- 02/09/2022 

Ms. L. Adams                 LSA                                                 Paediatric First Aid – 27/02/2021 

Mrs. Ju. Lewis                               LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mrs. J. Hughes                       LSA                                                 Emergency First Aid at Work- 25/05/2021 

Mrs. W. Vallance                       LSA                                                 Emergency First Aid at Work- 02/09/2022 

Ms. R. Khan                                                            LSA                                                 Paediatric First Aid – 27/02/2021 

Mrs. A. Jewell                               LSA                                                 Emergency First Aid at Work- 02/09/2022 

Mrs. T. Monaghan                                                         LSA                                                 Emergency First Aid at Work- 02/09/2022 

Ms. F. Hussain                                                           LSA                                                 Emergency First Aid at Work- 02/09/2019 

Mrs. V. Sharma                          LSA          Emergency First Aid at Work- 02/09/2022 

Mrs. F. Rawat                        LSA                                           Emergency First Aid at Work- 02/09/2022 

Ms. C. Anderson                      LSA                                         Emergency First Aid at Work- 02/09/2022 

Ms. S. Malek                                                            

 
Senior LSA Emergency First Aid at Work- 02/09/2022 

Ms. K. Patel                           Senior LSA                                        Emergency First Aid at Work- 02/09/2022  

 

Mrs. G. Fowler                                                        Senior LSA     Emergency First Aid at Work- 02/09/2022 

 

Mrs. K. Hunter-Leitch              Welfare /Senior LSA                          Emergency First Aid at Work- 25/05/2021 

Paediatric First Aid – 27/02/2021 

 
 

All support staff have basic one-day training every three years. 

     

The Headteacher must be informed of any incident / accident which occurs. 
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SOUTH GROVE PRIMARY SCHOOL  

1. Privacy notice for parents/carers   

Under data protection law, individuals have a right to be informed about how the school uses any 

personal data that we hold about them. We comply with this right by providing ‘privacy notices’ 

(sometimes called ‘fair processing notices’) to individuals where we are processing their personal data. 

This privacy notice explains how we collect, store and use personal data about pupils. 

We, South Grove Primary School, are the ‘data controller’ for the purposes of data protection law. 

Our data protection officer is: 

 Rosette Doxon for South Grove Primary, school@southgrove.waltham.sch.uk    

with support from the Local Authority Education Data Protection Officer: 

 

 Maryline Alvis edposervice@walthamforest.gov.uk                                   

(see ‘Contact us’ below).   

 

The personal data we hold 

Personal data that we may collect, use, store and share (when appropriate) about pupils includes, but 

is not restricted to:  

 Personal information, such as name, unique pupil number and address 

 Personal information about a pupil’s parents and/or other relatives, such as name, contact 

details, relationship to child 

 Contact details, contact preferences, date of birth, identification documents 

 Results of internal assessments and externally set tests 

 Pupil and curricular records 

 Characteristics, such as ethnic background, language, nationality, country of birth, eligibility for 

free school meals, or special educational needs 

 Exclusion/Behavioural information 

 Details of any relevant medical conditions, including physical and mental health 

 Attendance information, such as sessions attended, number of absences and absence reasons  

 Safeguarding information 

 Details of any support received, including care packages, plans and support providers 

 Photographs 

 CCTV images captured in school 

We may also hold data about pupils that we have received from other organisations, including other 

schools, local authorities and the Department for Education. 

Why we collect and use this data information  

We use this data to: 

 Support pupil learning 

 Monitor and report on pupil progress 

 Provide appropriate pastoral care 

 Protect pupil welfare 

 Assess the quality of our services 

mailto:school@southgrove.waltham.sch.uk
mailto:edposervice@walthamforest.gov.uk


10 | P a g e  

 

 Administer admissions waiting lists 

 Carry out research 

 Comply with the law regarding data sharing 

 To share data for statutory inspections safeguarding and audit purposes 

 

Our legal basis (or the lawful basis) for using this data 

We collect and use pupil information under 

 The Education Act (various years) 

 The Education (Pupil Registration) (England) Regulations 

 The School Standard and Framework Act 1998 

 The Schools Admissions Regulations 2012 

 Children and Families Act 2014 

 The Special Educational Needs and Disability Regulations 2014 

 Article 6, and Article 9 (GDPR) – from 25th May 2018 (includes special category data) 

The DfE process census data under the various Education Acts – further information can be found on 

their website:  https://www.gov.uk/education/data-collection-and-censuses-for-schools      

We only collect and use pupils’ personal data when the law allows us to. Most commonly, we process it 

where: 

 We need to comply with a legal obligation 

 We need it to perform an official task in the public interest 

Less commonly, we may also process pupils’ personal data in situations where: 

 We have obtained consent to use it in a certain way 

 We need to protect the individual’s vital interests (or someone else’s interests) 

Where we have obtained consent to use pupils’ personal data, this consent can be withdrawn at any 

time. We will make this clear when we ask for consent, and explain how consent can be withdrawn. 

Some of the reasons listed above for collecting and using pupils’ personal data overlap, and there may 

be several grounds which justify our use of this data. 

 

Collecting this information 

While the majority of information we collect about pupils is mandatory, there is some information that 

can be provided voluntarily. 

In order to comply with the General Data Protection Regulation, whenever we seek to collect 

information from you or your child, we make it clear whether providing it is mandatory or optional. If it is 

mandatory, we will explain the possible consequences of not complying. 

 

How we store this data  

We keep personal information about pupils while they are attending our school. We may also keep it 

beyond their attendance at our school if this is necessary in order to comply with our legal obligations. 

Our Records Management and Retention Schedule Policy sets out how long we keep information 

about pupils. 

To  request a copy of  Our Records Management and Retention Schedule Policy please contact the 

school’s Data Protection Officer, Rosette Doxon. 

This policy has been written with reference to  the Information and Records Management Society’s 

toolkit for schools  

 

Data sharing: Who we share pupil information with  

We do not share information about pupils with any third party without consent unless the law and our 

policies allow us to do so. 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit+and+schools%22
http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit+and+schools%22
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Where it is legally required, or necessary (and it complies with data protection law) we may share 

personal information about pupils with: 

 Our local authority – to meet our legal obligations to share certain information with it, such as 

safeguarding concerns and exclusions (Waltham Forest Council) https:walthamforest.gov.uk/ 

 The Department for Education 

 The pupil’s family and representatives 

 Educators and examining bodies 

 Our regulator e.g. Ofsted 

 Suppliers and service providers – to enable them to provide the service we have contracted 

them for 

 Health Authorities  

 Financial organisations 

 Central and local government 

 Our auditors 

 Survey and research organisations 

 Health authorities such as the school nurse, Educational Psychologist, NHS  

 Security organisations 

 Health and social welfare organisations 

 Professional advisers and consultants 

 Charities and voluntary organisations 

 Police forces, courts, tribunals 

 Professional bodies 

 

Why we share pupil information (additional section in DfE example) 

We do not share information about our pupils with anyone without consent unless the law and our 

policies allow us to do so. 

We share pupils’ data with the Department of Education (DfE) on a statutory basis. This data sharing 

underpins school funding and educational attainment policy and monitoring.  

We are required to share information about our pupils with our local authority (LA) and the Department 

for Education (DfE) under Section 3 of The Education (Information About Individual Pupils) (England) 

Regulations 2013.  

 

Data Collection requirements:  

To find out more about the data collection requirements placed on us by the Department for 

Education (for example; via the school census) go to https://www.gov.uk/education/data-collection-

and-censues-for-schools. 

 

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.  

The database is held electronically so it can easily be turned into statistics. The information is securely 

collected from a range of sources including schools, local authorities and exam boards.  

We are required by law, to provide information about pupils to the Department for Education as part of 

statutory data collections such as the school census and early years’ census.  

Some of this information is then stored in the National Pupil Database (NPD), which is owned and 

managed by the Department and provides evidence on school performance to inform research. 

https://www.gov.uk/education/data-collection-and-censues-for-schools
https://www.gov.uk/education/data-collection-and-censues-for-schools
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
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The law that allows this is the Education (Information About Individual Pupils) (England) Regulations 

2013. 

To find out more about the NPD, go to: 

https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-

information. 

The Department for Education may share information from the NPD with other organisations which 

promote children’s education or wellbeing in England by:  

 Conducting research or analysis 

 Producing statistics 

 Providing information, advice or guidance 

The Department has robust processes in place to ensure 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  

To be granted access to pupil information, such 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-and-share-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/national-pupil-database-requests-recieved 

You can also contact the Department for Education with any further questions about the NPD: 

https://www.gov.uk/contact-dfe 

 

Transferring data internationally 

Where we transfer personal data to a country or territory outside the European Economic Area, we will 

do so in accordance with data protection law. 

 

Parents and pupils’ rights regarding personal data 

Under data protection legislation, parents and pupils have the right to make a ‘subject access request’ 

to gain access to personal information that the school holds about them. 

Parents/carers can make a request with respect to their child’s data where the child is not considered 

mature enough to understand their rights over their own data (usually under the age of 12), or where 

the child has provided consent. 

Parents also have the right to make a subject access request with respect to any personal data the 

school holds about them. 

If you make a subject access request, and if we do hold information about you or your child, we will: 

 Give you a description of it 

 Tell you why we are holding and processing it, and how long we will keep it for 

 Explain where we got it from, if not from you or your child 

 Tell you who it has been, or will be, shared with 

 Let you know whether any automated decision-making is being applied to the data, and any 

consequences of this 

https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/national-pupil-database-requests-recieved
https://www.gov.uk/contact-dfe
https://www.gov.uk/contact-dfe
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 Give you a copy of the information in an intelligible form 

Individuals also have the right for their personal information to be transmitted electronically to another 

organisation in certain circumstances. 

If you would like to make a subject access request, please contact our Data Protection Officer – 

Rosette Doxon by emailing: 

school@southgrove.waltham.sch.uk  

Parents/carers also have a legal right to access their child’s educational record. To request access, 

please contact our Data Protection Officer, Rosette Doxon.  

 

Other rights 

Under data protection law, individuals have certain rights regarding how their personal data is used 

and kept safe, including the right to: 

 Object to the use of processing personal data if it would cause, or is causing, damage or distress 

 Prevent it being used to send direct marketing 

 Object to decisions being taken by automated means (by a computer or machine, rather than 

by a person) 

 In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or 

restrict processing 

 Claim compensation for damages caused by a breach of the data protection regulations  

To exercise any of these rights, please contact our Data Protection Officer. If you have a concern 

about the way we are collecting or using your personal data, we request that you raise your concern 

with us in the first instance. Alternatively, you can contact the Information Commissioner’s Office at 

https://ico.org.uk/concerns/ 

Complaints 

We take any complaints about our collection and use of personal information very seriously. 

If you think that our collection or use of personal information is unfair, misleading or inappropriate, or 

have any other concern about our data processing, please raise this with us in the first instance. 

To make a complaint, please contact our Data Protection Officer, Rosette Doxon. 

Alternatively, you can make a complaint to the Information Commissioner’s Office: 

 Report a concern online at https://ico.org.uk/concerns/ 

 Call 0303 123 1113 

 Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, 

SK9 5AF 

 

Contact us 

If you have any questions, concerns or would like more information about anything 

mentioned in this privacy notice, please contact our Data Protection Officer: 

 Rosette Doxon – school@southgrove.waltham.sch.uk 

Alternatively Contact the Education Data Protection Officer at the LA:  

 Maryline Alvis edposervice@walthamforest.gov.uk 
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