Your Information at Ashdon Primary School
A guide for pupils — what we know about you and how we keep it safe

	🤔  What is personal information?



Personal information is anything that tells someone who you are. At school, this might include things like:
1. Your name and home address
1. Your date of birth
1. Photographs of you
1. Information about how well you are doing in lessons
1. Any health information the school needs to keep you safe

	📚  Why does school have my information?



We use your information to help you learn and stay safe. For example, we use it to:
1. Make sure you get the right help in lessons
1. Contact your parents or carers if you are ill or have an accident
1. Keep you safe while you are at school
1. Share reports with your parents about how you are getting on
1. Let other schools know about you if you move

	👀  Who can see my information?



We are very careful about who we share your information with. Usually only the people at school who need it to help you will see it — like your teacher, the headteacher or the school nurse.

Sometimes we have to share information with other people, such as:
1. The government (to tell them how many pupils are in school)
1. Doctors or health workers (if they need to help you)
1. Your next school (if you move)
1. The police (only if someone is in danger)

We never sell your information. We never share it without a good reason.

	⭐  What are your rights?



You have rights over your personal information. This means:
1. You can ask to see what information the school holds about you
1. You can ask us to fix any mistakes
1. You can ask why we are using your information
1. If you are 12 or older, you can make these requests yourself

If you are not sure, ask a parent, carer or trusted adult to help you.

	📅  How long do you keep my information?



Different types of information are kept for different amounts of time. For example:
1. Your school record is kept until you are 25 years old
1. Attendance records are kept for 6 years
1. Photos may be kept as part of the school's archive

After that, your information is deleted securely so nobody can read it.

	📸  What about photos and videos of me?



We only take photos or videos of you with your parents' or carers' permission — or your own permission if you are 12 or older. You are always able to say no, and your parents can change their mind at any time.

We might use photos to celebrate your work, on the school website or in newsletters. We will always ask first.

	🔒  How do we keep your information safe?



We work hard to keep your information safe. We:
1. Use passwords and secure computer systems
1. Keep paper records locked away
1. Only let staff see information they need to do their job
1. Train all staff about keeping information safe

	💬  Who can I talk to?



If you have any questions about your information, you can:
1. Talk to your class teacher
1. Talk to the headteacher, Mrs Reynecke-Raybould
1. Ask your parents or carers to contact the school office

Our school's Data Protection Officer (the person whose job it is to make sure we look after your information properly) is:

	Information Governance Support (IGS)
Email: igs@essex.gov.uk
Phone: 03330 322970



If you are still not happy, you can also contact the Information Commissioner's Office (ICO) — they are the people who make sure that everyone follows the rules about personal information. Visit ico.org.uk or call 0303 123 1113.
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