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Child Friendly Privacy Notice

Rokeby Educational Trust Limited (Registered Number 872414), trading as Rokeby School, is a
leading independent preparatory school for boys aged 4 — 13. The school is also a registered charity
(Charity Number 312653).

We use (or “process”) personal information in accordance with the law relating to data protection.
The General Data Protection Regulation (GDPR) outlines your rights in respect of this. Rokeby
Educational Trust Limited of George Road, Kingston upon Thames is the Data Controller for the
purpose of GDPR.

At Rokeby School we collect and use information for all kinds of reasons. We are required to keep
your information safe — things like your address, date of birth and phone number. There are laws
that tell us exactly what we can do with your information.

When we collect some information about our pupils like you. It is our job to tell you how we collect
the information, how we will record it and how we will use it.

In this notice, you see different names or terms used that you may not be familiar with, such as:

e Data Controller: This person (or group of people, like a school) oversees the information we
collect.

e Data Processor: This person processes information for the Data Controller.

e Data Protection Coordinator (DPC): This person makes sure we do everything the law says.
Here at Rokeby School it is the Bursar, Mr Leeson.

e Personal Data: This means any information that can be used to identify someone, such as
your address and date of birth.

You are welcome to ask the Bursar questions or tell him if you are not happy about how your
information is being used by sending him an email at bursar@rokeby.org.uk

How we collect information

We collect information about you from your parents when you join the school, and we may ask you
for some information. Sometimes your old school, the local council or other organisations may share
information with us. The reasons we use your personal data includes:

e Making sure you are safe and seeing if you need any help
e Teaching and learning

e Giving you extra learning support if you need it

e Running our schools properly

e Liaising with other providers such as Peri Music Teachers and Lunch-time and After School
Activity Coaches

e Professional people such as the school doctor and occupational health staff
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e Local authority or government departments
Making sure you are safe and seeing if you need any help

Your safety is very important to us. We keep class registers and keep a record of your attendance
and to record absences from school. We keep records of your behaviour in school and may keep
some notes on how you get on with other boys. This is so we can see if there are areas where we can
help if we think there is a problem. When you change schools, we may send this information to your
new school. Also, if we cannot solve a problem ourselves and it is a serious matter, we may need to
speak to the local authority children’s services, the health service or the police.

Teaching and learning

We keep a record of your progress in classes and use this for grade predictions and reports. We
share this information with your parents in your school reports.

Giving you extra learning support if you need it

It is the school’s responsibility to support students with any special educational needs like a learning
difficulty or disability. For us to do this we may need to consult with external help to meet your
needs.

Running our schools properly

To run a school properly means lots of paperwork! We keep records of all our boys, including date of
birth, address, parent/guardian details, any allergies or illness we need to know about it.

Photographs

Your school may take a photograph of you when you start at school, so teachers know who you are!
Teachers may take photographs or record video during lessons, performances or school trips so they
can keep a record of how well you are doing in school.

Photographs for a school magazine, or to use on social media we will ask for your parents’
permission.

Remember you do not have to agree to this and it is fine if you do not want to be photographed. It is
your choice.

CCTV

We use CCTV to keep you and the school safe as well as on the school transport. But we never use it
in private areas such as changing rooms or toilets. If you are worried about this speak to your
teacher or contact the Bursar.

What are your rights?
You and your parents have the right to:
e Be told how we use your information.
e Ask to see the information we hold.
e Ask us to change information you think is wrong.
e Ask us to remove information when it’s not needed anymore.

e Ask usto only use your information in certain ways.
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e Tell us you don’t want your information to be processed.

A request to see the information we hold is called a ‘subject access request’ but remember, it is
YOUR information so if you feel uncomfortable about anything that might be disclosed, speak to
your teacher or you can contact the Bursar.

If you want to speak to somebody who is not part of Rokeby School, you can call the people who
look after information, called the Information Commissioner’s Office (ICO), on 0303 123 1113.

Some important things to know

1. The law allows us to use your personal information to help us do our job. Most of the time
we won't ask for permission to do this but sometimes we might.

2. We may share your information with others, but only when we need to and when the law
says we can.

3. We will ask for your permission to share your information whenever you have a choice.

4. You can ask us not to share your information or use your photo where you have a choice
(even if you said we could before).



