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The Consortium Academy Trust THE CONSORTIUM

Sixth Form Admissions Data Protection Statement (relating to Learners and their Families)

We need to collect information about Sixth Form learners and their families as part of our admissions
procedure in order to provide our educational services.

This Data Protection Statement (“this Statement”) explains what information we collect from and about
Sixth Form learners and their families, how their information will be used, how we determine for long we
keep it and what their related rights are.

1. Who are we?

1.1 We are The Consortium Academy Trust (registered company number 07665828). Our
registered office and address for correspondence is at Cottingham High School, Harland Way,
Cottingham, East Riding of Yorkshire, England, HU16 5PX. As at 25 May 2018 we operate the
following Sixth Form academies which together are known as The Consortium Sixth Form
Partnership: Cottingham High, Hessle Academy and Wolfreton.

1.2 We are committed to ensuring that all personal information we hold is treated properly and in
accordance with applicable data protection legislation. We are registered as a data controller
with the Information Commissioner's Office and our registration number is ZA359251. In
accordance with applicable data protection legislation, we are required to explain to you how we
will treat any personal data which we collect about you.

1.3 This Statement applies to families of Sixth Form learners that attend one of our academies
listed in Section 1.1 above (including the Sixth Form learner themselves). This Statement covers
the personal information we collect as part of our admissions process and in connection with
the Sixth Form learner’s subsequent attendance at the academy.

1.4  You promise that any information you supply to us is accurate and up-to-date, that you will
inform us if any such information requires updating and that where you submit any other
person’s details to us (including but not limited to any emergency contacts listed on the
Admissions Data Collection form) you have that other person’s permission or are otherwise
legally permitted to do so on their behalf.

1.5  You have the right to lodge a complaint with the Information Commissioner’s Office if you have
any concerns with regard to the way in which we process your personal information.

2. What information do we collect and how do we use it?

2.1 When a learner is allocated a place within the academy, you may give us information about you,
the learner and other family members by completing our related admissions forms or by
corresponding with us by telephone, email or otherwise. We may also receive information from
the learner’s previous school. This information may include:

(@) the learner’'s name, date of birth, address, previous school, gender, nationality, country of

birth and first language. It may also include the names and contact details of the learner,
family members and emergency contacts; and
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(b)

the following categories of more sensitive personal information about the learner:
ethnicity, religion, information about health (including any medical condition or special
educational needs or disabilities).

2.2 We may also collect additional information about the learner and their family during their time at
the academy, including the following:

(a)
(b)
()
(d)

(e)

(f)

attendance information (e.g. number of absences and reasons for absence);
assessment information (e.g. national curriculum assessment results);

behavioural information (e.g. number of temporary exclusions);

photographs (these will be used to aid our records management and attendance
procedures. We will do this even if we do not have consent to photography for publicity
purposes as mentioned in section 3.1(a) below);

where you apply for bursary funding, we will request information required in order to
assess your application including household income, bank / building society details,
benefit entitlements and payments, and (where you are applying for the Guaranteed
Award) a covering letter from the relevant authority confirming your status e.g. Looked
After status or entitlement to relevant benefits; and

where the learner wishes to park any motor vehicle on any of our sites, the make, model,
registration number and colour of the relevant vehicle.

We will use information about learners and their families for the purposes set out in sections 2.3 t0 2.6
below (save for the particularly sensitive information mentioned in section 2.1(b) above, which will only
be used for the purposes mentioned in section 2.6 below):

2.3 We will use such personal information as necessary in order for us to perform a task carried out
in the public interest in the circumstances described below:

(a)
(b)

()

(d)
(e)
(f)
(9)
(h)
(i)

to admit the learner into the academy;

to provide educational services, pastoral services, safeguarding and welfare, extra —
curricular activities and careers advice;

to monitor and report on the progress of our learners and their related needs (including
the sending of school reports to parents / carers);

to facilitate the monitoring of the academy’s performance by relevant public bodies

to enable learners to take part in exams and assessments;

to publish learners’ public examination results;

to assist you in relation to any university application that you make;

to notify learners in relation to relevant matters connected with their education; and

to notify parents / carers of relevant matters arising in relation to the learner (for
example, non — attendance, emergencies, and disciplinary matters).

2.4 We will also use such personal information as necessary for our legitimate interests in the
circumstances described below (provided that your interests and fundamental rights do not
override those interests):

to monitor the learners’ use of our information and communication systems to ensure
compliance with our policies and procedures;

where it is necessary to establish, exercise, or defend any legal claim;

to deal with and respond to any queries, enquiries or complaints that we receive

to assess and improve the quality of our service;

to send parents / carers a copy of the academy’s newsletter from time to time;

the learner’s photograph, home academy and name will be linked to their swipe card and
a record of their entries to and exits from our premises will be maintained for security
purposes;
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2.5

2.6

2.7

2.8

3.1

3.2

(9) information relating to the learner's vehicle will be used for facilitating access to our
relevant car parks;

(h) where you apply for bursary funding, to assess your application having regard to our
relevant eligibility criteria; and

0] to claim additional funding for the academy (for example, information relating to free
school meal entitlement, information relating to fostering or adoption, and details of any
parents / carers who are active in the armed forces).

We will also use such personal information as necessary in order for us to comply with a legal
obligation in the circumstances described below:

(@) in connection with the school census; and
(b) to comply with health and safety and safeguarding requirements.

We will use such particularly sensitive personal information in the following ways:

(@) where it is necessary to protect the vital interests of the learner or another person where
the learner is physically or legally incapable of giving us consent (for example in cases of
medical emergency);

(b) to provide medical treatment to learners if required;

(c) to comply with our legal safeguarding and health and safety obligations, including to
ensure that any special educational needs are appropriately addressed;

(d) details of the learner’s ethnicity and religion will be processed as part of our legal duty to
complete the school census; and

(e) where you apply for bursary funding via the Guaranteed Award, we will use the covering
letter from the relevant authority confirming your status for the purposes of assessing
your eligibility for the Guaranteed Award (provided that we have explicit consent).

If we are not provided with information when requested which is necessary for us to provide our
services, we may not be able to provide the best service and care to the learner (for example, if
we are not notified of any special educational needs). We may also be unable to comply with our
legal obligations.

In limited circumstances, we may approach you for your consent to allow us to process certain
information for purposes not referred to in this Statement. If we do so, we will provide you with
full details of the information we would like and the reason we need it, so that you can carefully
consider whether you wish to consent. You should be aware that it is not a condition of your
contract with us that you agree to any request for consent from us. If you do provide us with
consent, you will be able to withdraw it at any time via the method that we notify you of when
obtaining your consent. Any such withdrawal will not affect the lawfulness of our processing of
your personal information before you withdrew consent.

Processing Learner information with Consent

Where we have been provided with related consent from you and / or the learner (as applicable)
we may also:

(@) use photography and video footage featuring the learner’s image for internal purposes
and / or external purposes such as publicity: and

(b) where the learner's academy uses a cashless catering system, use biometric
(fingerprint) information to identify the learner at the till (where your consent is explicit).

Where we are processing the learner’s information for any purpose on the basis that we have
your consent, you may withdraw your consent to us using such information for that purpose at
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3.3

4.1

any time. This can be done by e-mailing us at dpo@consortiumtrust.co.uk or writing to us at
The Data Protection Officer, The Consortium Academy Trust, c/o Cottingham High School,
Harland Way, Cottingham, East Riding of Yorkshire, England, HU16 5PX. Any such withdrawal
will not affect the lawfulness of us relying on your consent before you withdrew it.

Please note that if consent is withdrawn (or is not provided) in respect of us processing the
learner’s information for either purpose stated in Section 3.1 above, we will not be able to use
the learner's data for the relevant purpose (e.g. we will not be able to use their image for
publicity and / or (if the academy has a cashless catering system) the learner will be issued with
a PIN number for identification at the canteen till).

To whom will we disclose personal information?

You will be asked before we disclose personal information about you or the learner to third
parties, unless:

(@) they are only processing such information on our behalf for specified purposes in
accordance with our instructions. The following activities in particular are carried out by
third party processors on our behalf: catering services, electronic learning software,
parent communications and parent online payments;

(b) such disclosure is required by law (for example, we are required by law to submit certain
learner information (including the learner’s ethnicity, religion and any special educational
needs) three times per year to the Department for Education in connection with the
school census. We may also be required to observe any other statutory data collection
requirements imposed on us from time to time. We also have a statutory duty to notify
relevant authorities of safeguarding concerns);

(c) Such disclosure is necessary for the performance of a task in the public interest (for
example, disclosures to destination schools or colleges);

(d) the third party is providing us with professional advice where necessary for our
legitimate interests and permitted by law;

(e) the disclosure is in connection with criminal investigations, legal proceedings or
prospective legal proceedings where necessary for our related legitimate interests and
permitted by law;

() the disclosure is necessary for our legitimate interests in establishing, exercising or
defending our legal rights (including providing information to others for the purposes of
fraud prevention) and permitted by law;

(9) the disclosure is necessary to protect the interests of the learner or another person
where you are physically or legally incapable of giving us your consent;

(h) the disclosure is in connection with a proposed sale of any part of our business or
assets (in which case we may disclose your personal information to the prospective
seller or buyer of such business or assets and/or their professional advisors) or the
proposed acquisition of substantially all of our assets by a third party. Any such
disclosure will be made where necessary for the legitimate interests of us and/or the
third party in respect of the proposed transaction; however we will not transfer your
personal information to any such third party unless we are satisfied that they are able to
provide an adequate level of protection in respect of your personal information; or
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4.2

4.3

4.4

4.5

4.6

5.1

52

() we have stated or informed you otherwise (including in this Statement) and such
disclosure is permitted by law.

If you receive services from us which involve the services of a third party, we will pass
information about you to that third party so they can provide you with those services on our
behalf. For example any third party who we engage to deliver BTEC qualifications on our behalf.

In the event that you provide us with feedback regarding our activities, we may disclose that
feedback to those of our suppliers who are involved in those activities where necessary for the
relevant supplier’s legitimate interests in taking such feedback into account.

Except as provided in this Statement, we will not provide or disclose your information to third
parties without your express consent for any purpose (including but not limited to direct
marketing). We do not sell personal information under any circumstances.

In certain circumstances we may use the services of a supplier outside the European Economic
Area (EEA) for purposes referred to in this Statement (for example, in connection with
educational software programs used by learners at the academy). This may involve some of the
learner’s personal information being processed by the relevant supplier on our behalf outside of
the EEA. If we do this we will require the relevant supplier to put in place appropriate technical
and organisational data protection security measures (for example, as part of our contract with
the relevant supplier or by verifying that they operate under the EU - US Privacy Shield
framework (please see www.privacyshield.gov for further details)).

Where you are applying for a place at university, we will disclose certain information to UCAS in
connection with your application. Please note that UCAS will become the controller of such
personal information and you should therefore familiarise yourself with UCAS'’s related privacy
statement. We are not liable for the practices of UCAS in relation to any of your personal
information.

Your rights

You have a legal right to see a copy of the personal information that we keep about you and to
require us to correct any inaccuracies, subject to certain exemptions. In some circumstances
you may also have the right to:

(@) request that we erase any personal information held about you;

(b) restrict our processing of your personal information (for example to ask to suspend the
processing of personal information to establish its accuracy or the reasons for
processing it);

(c) data portability (i.e. to request the transfer of personal information to a third party); and

(d) object to our processing of your personal information where we are relying on a
legitimate interest (or those of a third party) or the processing is carried out on the basis
that it is necessary for the performance of a task in the public interest.

Requests in respect of the above should be made in writing to the Data Protection Officer, The
Consortium Academy Trust, c/o Cottingham High School, Harland Way, Cottingham, East Riding
of Yorkshire, England, HU16 5PX or via email at dpo@consortiumtrust.co.uk. Please contact the
same address if you have any reason to believe that information we hold about you is
inaccurate. We will respond to your request as soon as possible and, in any event, within one
month from the date of receiving the request. Please note that we may, where legally permitted,
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5.3

5.4

6.1

6.2

6.3

6.4

7.1

7.2

8.

reject any such request or limit the scope of our response (e.qg. if, in the circumstances, the right
does not apply to you).

In accordance with applicable data protection legislation, we follow security procedures in the
storage and disclosure of your information. We may therefore request proof of your identity and
rights before complying with any request of a nature described in section 5.1 above.

You will not generally have to pay a fee to exercise any of your rights described in section 5.1
above. However, we may charge a reasonable fee if you make a request to see a copy of your
personal information which is clearly unfounded or excessive. Alternatively we may refuse to
comply with your request in such circumstances.

Security, retention and destruction of your personal information

We have put in place appropriate security measures to prevent personal information about
learners and their families from being accidentally lost, used or accessed in an unauthorised
way, altered or disclosed. In addition, we limit access to such personal information to those
employees, agents, contractors and other third parties who have a valid need to know that
information.

We have put in place procedures to deal with any suspected data security breach and will notify
you and/or any applicable regulator of a suspected breach where we are legally required to do
so.

Any personal information held by us in relation to any of the purposes described in this
Statement will be retained by us for as long as we need it to fulfil the purpose(s) for which it was
collected (including for the purposes of satisfying any legal, accounting or reporting
requirements. Further details of our specific retention periods are set out in our Data Retention
Policy (a copy of which is available upon request from our Data Protection Officer).

Whilst taking into consideration our legal obligations, we will on an ongoing basis: review the
length of time that we retain personal data; consider the purpose or purposes for which we hold
the personal data in deciding whether (and for how long) to retain it; securely delete personal
data that is no longer needed for such purpose or purposes; and update, archive or securely
delete information if it goes out of date.

How will you know if we make any changes to this Statement?

This Statement does not form part of any contract.

We may amend this Statement at any time. If we make any changes to the way in which we use
personal information about learners and their families we will notify you by writing to you or by

sending you an e-mail.

Contact

If you have any questions about this Statement or our treatment of your personal information, please
contact our Data Protection Officer by email at dpo@consortiumtrust.co.uk or by writing to the Data
Protection Officer, The Consortium Academy Trust, Harland Way, Cottingham, East Riding of Yorkshire,
HU16 5PX.
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