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Cotham School
Privacy Notice

Privacy notice for students

What is Personal Data?

“Personal Data” is information about you! It's how we can identify you, and it's also
information about you that may help to support you.

What Personal Data do we have in school and why do we need it?

We will keep basic information about you, such as your name and age, so we can ensure
you’re in the correct class.

We also keep your parent or carer’s contact details, so we can inform them of what is
going on in the school, keep them up to date with your progress, and get hold of them
in an emergency if necessary.

It is also important that we know anything about you that could mean we need to provide
specialist support, to ensure that you’re safe and fully supported in school. This would
include any religious preferences, health conditions or allergies you may have.

We may also hold your fingerprints on record, to enable us to take payment for lunches,
without you having to bring cash into school.

Do we need to ask your permission to access your Personal Data?

There are times that we may ask for your permission to process your personal data.
This is because whether or not we use your personal data in this manner is entirely up
to you. Examples of where we would ask your permission is if we want to take photos
or videos.

However, providing you with an education and keeping you safe while we do so is our
legal obligation, so where we are using your personal data for this purpose, we don’t
need to ask your permission, as long as you are informed about what we’re doing and
why.

Where do we get your Personal Data from?

Some of your personal data is provided to us from Bristol City Council, who get it from
your parents or carers when they first applied for you to begin school. We also get
information directly from your parents or carers, and sometimes directly from you. Your
previous school will also have provided us with information about your education and
attendance with them.

In very rare circumstances, we may receive information about you from the council or
your doctor, where they feel the information can help to better support you.

1



Last Updated: 16.06.2026 UK
Who else could see your Personal Data?

When you leave us, if you are moving to another school, we will pass all the records
that are relevant to your education and supporting your wellbeing onto your new school.
Additionally, the DfE provides a digital Education Record app that allows you to
access your own educational information (including your school history, exam results,
and support needs) to share with post-16 providers -
https://drive.google.com/file/d/1ZQC35IYDYxr4luclS9O0XhE _FpkV1jHt/view

Our local council and the government’s “Department for Education” (DfE), have a legal
requirement to ensure students are attending school. As a school, we are required to
send your attendance information to both the council and the DfE to prove this
attendance.

The NHS provides students with certain health checks and immunisation programmes
through the school. We will give them your basic identifiers, so they can arrange these
programmes. Further details will be provided by the school nursing team when these
happen.

There are occasions when we may pass information about you to the council or to your
doctor, where we believe you may benefit from additional support they can provide. You
and your family will be informed if this is happening, except in very exceptional
circumstances, where it wouldn’t be in your best interest to do so.

The school also uses a number of computer systems and web-based apps to support
your education or to simplify our office processes. Your personal data is likely to be
within these system databases and we will tell you about these. But rest assured we
make sure your data is protected, and that the system providers can’t misuse your
information.

How long do we keep your Personal Data for?

Your basic identifiers and contact details are only kept for as long as they’re still needed,
which is normally while you remain in the school.

A copy of your education record is kept until you turn 25 (30 if you have special
educational needs). If you leave us to go to a different school, the copy of your
educational file will be passed to your new school, and we will no longer hold this.

There are certain other records that we legally have to keep for different lengths of time,
for example accident forms or details of serious incidents. The school holds a full
Retention Schedule, which details how long every record is kept for. You are welcome
to look at this if you want to know how long something will be kept for.

How can you ask questions about your Personal Data?

You have a number of “Rights” when it comes to your personal data, including seeing
what information we hold about you, and correcting it if it's wrong. You can also change
your mind and “Revoke your consent” if we’ve asked your permission to do something.

If you have any questions at all about your personal data and how it’s used in the school,

you can contact the school's Compliance, Information and Governance Officer at
governanceprofessional@cotham.bristol.sch.uk
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Complaints & the Information Commissioner's Office (ICO)

Cotham School is always seeking to implement best practice and strives for the highest
standards. We operate an "open door" policy to discuss any concerns about the
implementation of this policy or related issues. Our Complaints Policy can be found on
our website here.

In accordance with requirements set out by the Data (Use and Access) Act (DUAA),
individuals have the right to make a complaint to us about the way in which we process
personal data. There is a right to complain if you feel that data has been shared without
consent or lawful authority. You can complain if you have asked us to erase, rectify, or
not process data and we have not agreed to your request.

There is also a right to make a complaint to the Information Commissioner (email:
casework@ico.org.uk; helpline: 0303 123 1113; website: www.ico.org.uk) but
complaints should be raised with us first by contacting our Compliance, Information and
Governance Officer at governanceprofessional@cotham.bristol.sch.uk.

Please see Appendix 3 of our Data Protection Policy for a Complaint Form. We will
acknowledge your complaint within 30 days, respond without undue delay, keep you
informed of progress during our investigation, and confirm the outcome once the
investigation concludes.
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