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NOTICE INFORMATION
	Notice owner / DPO
	Lizzie Grant – School Business Manager / Data Protection Officer (DPO)

	Issue date
	September 2026

	Next review date
	September 2027

	Version
	1.0

	Notice status
	Privacy notice under UK GDPR and the Data Protection Act 2018


This notice applies to: pupils at Manuden Primary School and, where relevant, their parents and carers.
Related documents: Data Protection Policy; Child Protection and Safeguarding Policy; Online Safety Policy; Acceptable Use of Technology Policy; SEND Policy; Supporting Pupils with Medical Conditions Policy; Attendance Policy; Retention Schedule.

1. About This Privacy Notice
Manuden Primary School collects and uses personal information about pupils and, where relevant, their parents and carers. This notice explains what information we collect, why we use it, who we may share it with, how long we keep it and the rights people have over their personal data.
For pupils: we keep information about you so that we can teach you, support you, keep you safe and run the school properly. We only use information when we have a lawful reason to do so.
2. Who We Are
	Role
	Details

	Data controller
	Manuden Primary School, The Street, Manuden, Bishop’s Stortford, CM23 1DE.

	Data Protection Officer
	Lizzie Grant – School Business Manager. Contact via office@manuden.essex.sch.uk or 01279 813370.


3. Personal Information We Collect
The information we collect will depend on the pupil and the services or support involved. It may include:
name, date of birth, unique pupil number, contact details and emergency contacts;
parent/carer details and family/contact information needed for school administration;
characteristics such as sex, ethnicity, language, nationality and eligibility information where required;
attendance, absence, punctuality and exclusions/suspensions information;
assessment, attainment, progress, curriculum and learning information;
behaviour, pastoral, safeguarding and child-protection information;
SEND, disability, medical, allergy, healthcare and medication information;
school meal, free school meal and other funding/eligibility information;
information relating to trips, clubs, wraparound care and wider school participation;
photographs, video or audio where used for legitimate school purposes;
communications, complaints and records of contact with the school;
use of school accounts, networks and managed devices, including relevant filtering and monitoring records.
4. Why We Use This Information
to provide education, teaching, assessment and pastoral support;
to monitor progress, attendance, behaviour and wellbeing;
to safeguard pupils and respond to welfare or child-protection concerns;
to identify and support SEND, disability and medical needs;
to administer admissions, transfers, meals, trips, clubs and school services;
to communicate with pupils, parents and carers;
to meet legal duties, statutory returns and funding requirements;
to maintain a safe and secure school environment and protect school systems;
to evaluate and improve provision, including through appropriate research and statistics;
to manage complaints, disputes, insurance, legal claims and regulatory matters where necessary.
5. Our Lawful Bases
Most core school processing is necessary because the school must comply with a legal obligation or perform a task in the public interest / exercise official authority. Depending on the activity, other lawful bases may include vital interests, contract or consent.
Where we process special category information, such as health, ethnicity or religious information, we also rely on an additional condition under data-protection law. These may include substantial public interest, safeguarding, health or social care, and other conditions permitted by the Data Protection Act 2018.
Where we rely on consent, it will be specific and can be withdrawn. Withdrawal does not affect processing that was lawful before consent was withdrawn.
6. Where We Get Information From
pupils and their parents/carers;
previous or other educational settings;
Essex County Council and the Department for Education;
health professionals and NHS services where appropriate;
social care, police and safeguarding partners where appropriate;
school staff and authorised service providers;
other agencies or professionals involved in a pupil’s education, health, welfare or support.
7. Who We May Share Information With
We only share personal data where there is a lawful basis and the disclosure is necessary and proportionate. Recipients may include:
the Department for Education (DfE), including through statutory school census and other required collections;
Essex County Council and other public authorities where required;
a pupil’s next or other educational setting when records need to transfer;
health services, social care, safeguarding partners, police or emergency services where appropriate;
school service providers and data processors that provide approved systems or services on our behalf;
auditors, insurers, professional advisers, regulators and other bodies where there is a lawful need;
research organisations where the use is lawful and appropriate safeguards are in place.
We do not sell personal data.
8. Information Shared With the Department for Education
The school is required to share specified pupil information with the Department for Education through statutory data collections. DfE uses this information for education, funding, accountability, research, statistics and other functions permitted by law. Some information is held in the National Pupil Database and may be shared by DfE under its own legal controls.
Further information is available from the Department for Education: National Pupil Database guidance
9. Filtering and Monitoring
To help safeguard pupils and protect school systems, use of school networks, accounts and school-managed devices may be filtered, logged and monitored. This may include websites visited, searches, account activity and alerts generated by safeguarding or security systems.
Monitoring information is accessed only for legitimate safeguarding, cyber-security, technical, compliance or operational purposes and is handled in accordance with the school’s Online Safety, Acceptable Use of Technology and Data Protection arrangements.
10. Photographs, Video and Publicity
The school may take and use photographs, video or audio for educational, safeguarding, administrative and school-community purposes where there is an appropriate lawful basis. For uses where consent is the appropriate basis, such as certain public promotional uses, the school will seek and respect the relevant permission.
Safeguarding restrictions and individual circumstances will always be considered before material is published.
11. How Long We Keep Information
We keep personal data only for as long as necessary. Retention periods vary according to the type of record and the legal, safeguarding, educational, audit and operational reasons for keeping it. We follow the school’s retention schedule and relevant statutory or sector requirements.
When a pupil moves school, relevant educational and safeguarding records are transferred securely where required. Some records must be retained for longer periods. Information that no longer needs to be kept is securely destroyed or deleted.
12. Your Data Protection Rights
Depending on the circumstances and lawful basis, rights may include:
the right to be informed about how personal data is used;
the right of access to personal data;
the right to have inaccurate information corrected;
the right to erasure in some circumstances;
the right to restrict processing in some circumstances;
the right to object to certain processing;
the right to data portability where applicable;
rights relating to solely automated decision-making and profiling.
Children have data-protection rights in their own right. Whether a parent or carer can exercise a right on behalf of a child will depend on the child’s age, understanding, the nature of the request and the circumstances.
13. Questions, Requests and Complaints
Questions, Subject Access Requests and other data-rights requests should be sent to the School Office or to Lizzie Grant, Data Protection Officer, at office@manuden.essex.sch.uk or 01279 813370.
If you are concerned about how the school has used personal data, please contact the DPO so the matter can be investigated. You also have the right to complain to the Information Commissioner’s Office (ICO).
Information about making a complaint to the ICO is available at ico.org.uk/make-a-complaint
14. Changes to This Notice
This privacy notice will be reviewed at least annually and whenever there is a significant change to how pupil or parent/carer information is processed. Where a change is significant, the school will take reasonable steps to bring it to the attention of those affected.
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