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WOKINGHAM BOROUGH COUNCIL – CHILDREN’S SERVICES 
 

PRIVACY NOTICES 

Guidance for Schools 2015 
 
 
 
 

 
The Department for Education (DfE) have revised the content of the Privacy Notices to 
reflect recent changes. The Privacy Notices refer the recipients to the Wokingham 
Borough Council and DfE websites to see how data will be stored and explanations are 
provided on how the data collected in the school census, children in need census and the 
school workforce census will be used. Details of any organisations with which the LA and 
DfE share data are contained on the LA and DfE websites, with links from the Privacy 
Notices. These websites have recently been updated to reflect any changes in 
organisations and will continue to be updated. 

 
Privacy Notices must be issued to new learners at a school or new staff at a school or LA 
for which data are being provided in the School Workforce Census. They can be issued to 
new learners or staff by the school or LA at the same time as other communications. For 
example: 

 
• A learner might receive the Privacy Notice as part of a school brochure or 

induction pack or in a school diary, and/or it could be posted on the school notice 
board. 

• For staff, the Privacy Notice might be included as part of a contract or induction 
pack, and/or posted on the staff notice board. 

• A child receiving social care services or a child looked after might receive their 
Privacy Notice as part of other information about the services that they are being 
offered. 

 

 
 

It is anticipated that staff, and young people who have the maturity to understand the nature 
and the implications of the request they are making and who have a general understanding 
of their rights under the Data Protection Act, should generally be able to request to see their 
personal information themselves under the Subject Access Provisions (S.7) of the Data 
Protection Act. For children under 12, their parents will generally act on their behalf. In 
every case, it will be for the school, as data controller, to assess whether the child is 
capable of understanding their rights under the Act, and the implications of their actions and 
so decide whether the parent needs to make the request on the child's behalf. 

 

 
School records will of course also include parents’ personal information. Parents therefore 
have their own entitlement regarding the information held about themselves. 

 

What are the benefits? 
 

By providing complete and accurate data through the schools’ census data collections and 
data exchange, we can relieve the burden to schools of other data collections. For 
example we are able to provide data direct to Youth Support Services on behalf of 
schools. It also enables the Local Authority (LA), Ofsted and Fischer Family Trust to 
provide schools with accurate and timely contextual management information reports. 
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Schools  Use of Biometric Information 
 
Biometric data means personal information about an individual’s physical or behavioural 
characteristics that can be used to identify that person; this can include their fingerprints, 
facial shape, retina and iris patterns, and hand measurements. 

 

The DfE have issued non-statutory advice; it explains the legal duties schools1, sixth-form 
colleges and 16-19 academies have if they wish to use biometric information about pupils 
for the purposes of using automated biometric recognition systems. The duties on schools 
in the Protection of Freedoms Act 2012 set out in this advice come into effect from 1 
September 2013. 

 
Schools and colleges using automated biometric recognition systems, or planning to install 
them, are advised to plan, in advance, to make arrangements to notify parents and obtain 
the consent required under the new duties, as set out in the body of this advice. This will 
be particularly relevant for schools where pupils are already enrolled and using automated 
biometric recognition systems. There will be no circumstances in which a school or college 
can lawfully process, or continue to process, a pupil’s biometric data without having 
notified each parent of a child and received the necessary consent after the new duties 
come into effect. This advice replaces Becta guidance on biometric technologies in 
schools. 

 
Key points 

 

• Schools1 and colleges that use pupils’ biometric data must treat the data collected 
with appropriate care and must comply with the data protection principles, as set 
out in the Data Protection Act 1998. 

• Where the data are to be used as part of an automated biometric recognition 
system, schools and colleges must also comply with the additional requirements in 
sections 26 to 28 of the Protection of Freedoms Act 2012. 

• Schools and colleges must ensure that each parent of a child is notified of the 
school’s intention to use the child’s biometric data as part of an automated biometric 
recognition system. 

• The written consent of at least one parent must be obtained before the data are 
taken from the child and used. This applies to all pupils in schools and colleges 
under the age of 18. In no circumstances can a child’s biometric data be processed 
without written consent. 

• Schools and colleges must not process the biometric data of a pupil (under 18 
years of age) where: 

 
a. the child (whether verbally or non-verbally) objects or refuses to participate in the 

processing of their biometric data; 

b. no parent has consented in writing to the processing; or 

c. a parent has objected in writing to such processing, even if another parent has 
given written consent. 

 
• Schools and colleges must provide reasonable alternative means of accessing 

services for those pupils who will not be using an automated biometric recognition 
system. 

 
Further information can be found at: 
http://www.education.gov.uk/aboutdfe/advice/f00218617/biometric-recognition-systems- 

 
1 This includes academies, Free Schools, other types of independent schools, maintained schools and non-maintained special schools. 

http://www.education.gov.uk/aboutdfe/advice/f00218617/biometric-recognition-systems-
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Action  for all Schools: 
 
 

  Add your school name and school administrator details into the privacy notices. 
 

 The pupils in schools privacy notice must be issued to new learners at a school 
 

 Good practice would be to attach the privacy notice to your data checking sheets 
when these are issued to new parents and pupils in the autumn term. 

 
 The privacy notice should be issued whenever a new pupil joins the school as part 

of the enrolment process. 
 

 Publish the new privacy notice on your school website and advise parents where they 
can obtain a copy. Inform parents and pupils that have previously received the 
privacy notice that the notice has been updated – this could be through your next 
regular newsletter or email to parents. The school should provide a printed copy if 
requested. 

 

 Provide the school workforce privacy notice to all new staff at a school. 
 

 The privacy notices may also be included in other communications, for example the 
school prospectus, newsletters, governors’ reports to parents and the school website. 

 
 Schools may include additional information about data they collect (e.g. parental 

data) in the Privacy Notice but must not alter existing wording. 
 
 
 
 
Secondary Schools  (additional information): 
 

 Insert name of school administrator on second page of privacy notice. 
 

 Issue the privacy notice to all pupils age 16 to draw their attention that the right to opt 
out of passing information over and above name and address to Youth Support 
Services passes from the parent to the pupil at that age. 

 
There is a legal requirement under the Education and Skills Act 2008 for schools to 
pass information on request to the Youth Support Service for pupils in or 
approaching the age of 13. The information which schools are required to provide 
consists of: 
a) The names and addresses of pupils and their parents - which must be provided 
to the Youth Support Service in any event; 
b) The date of birth of the pupil; 
c) Other information relevant to the provision of Youth Support Services. Parents, or 
pupils themselves if aged 16 or over, have the right to instruct the school not to 
provide information (over and above name, address and date of birth) to the Youth 
Support Service. The provision under (c) is for an opt-out. Until and unless the 
parent or pupil gives an instruction, the school remains under a statutory duty to 
provide information to the Youth Support Service on request. 
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Privacy Notice documents can be accessed via a link on the Wokingham Schools Hub 
website at: 
http://wsh.wokingham.gov.uk/leadership/data/sharing-and-privacy/ 

 

Privacy Notices and information for parents or carers is available on the Wokingham public 
website at: 
www.wokingham.gov.uk/schoolprivacy 

 
 
 

If you have any queries, please contact: 
 
Schools’ Census: 
Data Team on 0118 974 6784 or by email to perf.data@wokingham.gov.uk 

 
Schools’ Workforce Census: 
Ceri Stewart on 0118 974 6116 or by email to  hrenquiries@wokingham.gov.uk 

 
Early Years Census: 
Data Team on 0118 974 6326 or by email to perf.data@wokingham.gov.uk 
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