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This guide should be read alongside the school’s Data Protection Policy, our privacy notices, our Retention Schedule, and our policies on Child Protection and Safeguarding, Special Educational Needs and Disabilities, and Complaints.
It explains, in plain terms, what rights you and your child have over the personal information the school holds, and how to exercise them. The full detail of what we collect and why is set out in the privacy notices on the GDPR page of our website.
SAFEGUARDING STATEMENT
Ashdon Primary School takes seriously the responsibility to protect the welfare of the children in its care, believing that “The welfare of the child is paramount” Children Act 1989.
Handling personal information carefully is part of keeping children safe. We hold information about children in order to teach them well and to protect them, and we share it when the law requires us to or when a child’s welfare demands it. This guide is applied in line with our Child Protection and Safeguarding Policy and the statutory guidance Keeping Children Safe in Education. Where a request for information could put a child at risk, safeguarding takes precedence, and we will say so.
1. Whose rights are these?
Data protection rights belong to the person the information is about. For pupil records, that is your child. At primary age most children are not yet able to exercise those rights themselves, so parents and carers normally do so on their behalf. We will always take account of your child’s own views where they are old enough to express them.
Separately, and regardless of the above, parents have a statutory right to see their child’s educational record. This is a different and usually quicker route, and is explained in section 3.
Staff, governors, volunteers and visitors have the same rights over their own information. The relevant privacy notices are on our website.
2. What you can ask for
· To be told what we do with personal data. Our privacy notices set this out for each purpose — curriculum and pastoral care, SEND, photographs, payments, trips, lettings and more.
· To see the personal data we hold. This is known as a subject access request.
· To have inaccurate information corrected. For example a wrong date of birth, address or spelling of a name.
· To have information deleted, or its use restricted. This right is limited in schools, because most of what we hold we are required by law to keep. Our Retention Schedule shows how long each type of record is kept.
· To object to how we use information, or to withdraw consent. For example for photographs, or for your child’s work appearing on our website. Withdrawing consent does not affect anything done beforehand.
· To complain. You may raise a concern with the school and, if you remain dissatisfied, with the Information Commissioner’s Office. See section 6.
3. Two routes, and how long each takes
	Route
	What it covers
	Our deadline

	Educational record
	Your child’s curricular and academic record
	15 school days

	Subject access request
	All personal data we hold about your child
	One month



Both are free. We would only charge a fee, or decline a request, if it were clearly excessive or unfounded — and we would explain why in writing.
A subject access request may be extended by up to two further months if it is complex or covers a large volume of information. If we need proof of your identity or of your authority to act, the deadline starts when we have received it. If we need to ask you what you are looking for, we may pause the clock while we wait for your reply. We will always tell you if either applies.
4. How to make a request
Please put your request in writing to the school office at admin@ashdon.essex.sch.uk, or by post to the school. You do not need to use any particular form of words, or to mention data protection law, for your request to count.
It helps us to help you quickly if you tell us:
· your child’s name and class;
· what information you are looking for;
· the period it covers;
· whether you would prefer paper copies or an electronic file.
If you would rather talk it through first, the office will arrange a conversation. Many questions are answered more quickly and more helpfully by a discussion with the class teacher or the Headteacher than by a formal request.
5. What we may not be able to share
Some information is protected by law and must be withheld or redacted. Where we hold anything back, we will tell you that we have done so and on what basis. This usually involves:
· information that would identify another person, unless that person agrees or it is reasonable to disclose without their agreement;
· child protection and safeguarding records, where disclosure could place a child at risk;
· information likely to cause serious harm to the physical or mental health of your child or another person;
· references the school has written about your child;
· information about a court case, adoption or other proceedings, where the law restricts disclosure.
6. If you are unhappy
Please raise your concern with the school office, or with the Headteacher, Mrs Reynecke-Raybould, in the first instance. We will look into it and respond without undue delay. Most concerns are resolved at this stage.
You may also contact our Data Protection Officer:
Information Governance Support (IGS), Essex County Council
Email: igs@essex.gov.uk · Telephone: 0333 032 2970
If you remain dissatisfied, you have the right to complain to the Information Commissioner’s Office, the independent regulator for data protection:
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF
Telephone 0303 123 1113 · ico.org.uk
You may contact the ICO at any point. You do not have to come to the school first, although we would always welcome the chance to put things right.
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