
1 

 



2 

Contents 
Introduction............................................................................................................................. 3 

Term Dates ............................................................................................................................. 4 

School Vision ........................................................................................................................... 5 

The School Day ........................................................................................................................ 6 

Our House System ................................................................................................................... 7 

House Points ........................................................................................................................... 8 

House Histories ........................................................................................................................ 9 

Our Pastoral Structure ............................................................................................................ 11 

The Hub ................................................................................................................................ 12 

The Role of the Form Tutor .................................................................................................... 13 

Form Groups 2018/19 ............................................................................................................ 14 

Lunch Rooms ......................................................................................................................... 15 

Communication with School .................................................................................................... 16 

Appendix I – Home-School Agreement .................................................................................... 17 

Appendix II – School Regulations ............................................................................................ 18 

Appendix III – Student Code of Conduct ................................................................................. 20 

Appendix IV – School Uniform and Dress Policy ....................................................................... 22 

Appendix V – Managing Students with Medical Needs Policy ..................................................... 25 

Appendix VI – Student Privacy Notice ...................................................................................... 37 

 

  



3 

Introduction 

 

We value our relationships with parents and recognise that home-school partnership plays a 
crucial role in ensuring success and happiness for your daughter whilst she is at Wolverhampton 
Girls’ High School. 
 
The aim of this handbook is to provide a useful reference guide that will assist parents in working 
with school to support their daughter. 
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Term Dates 
 

Autumn Term 2018 
Term time:  Monday 3 September to Friday 21 December 

 

Half term: Monday 29 October to Friday 2 November 

 

Spring Term 2019 
Term time: Monday 7 January to Friday 12 April 

 

Half term: Monday 18 February to Friday 22 February 

 

 Bank Holiday: Good Friday: 19 April 
  Bank Holiday:  Easter Monday: 22 April  

 
Summer Term 2019 

Term time: Monday 29 April to Friday 19 July 
 

Bank Holiday: Monday 6 May 
Bank Holiday: Monday 27 May 

 
Half term: Tuesday 28 May to Friday 31 May 

 
Non Pupil Days 

Monday 3 September 2018 
Tuesday 4 September 2018 
Monday 17 September 2018 
Friday 16 November 2018 
Monday 7 January 2019 
Thursday 16 May 2019 
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School Vision 

 

An image of the School Vision Tree 
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The School Day 

 

9.00 Period 1 

10.00 Period 2 

11.00 Rec 

11.20 Period 3 

12.20 Form Period 

12.40 Lunch 

13.40 Period 4 

14.40 Period 5 
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Our House System 

 

Central to Wolverhampton Girls’ High Schools ethos and traditions is a strong House System.   

 

The school is organised into four houses: Audley, Ferrers, Stafford and Paget.  Each House has 

8 or 9 forms which comprise of a small number of students from each year group across the 11-18 

range.  

 

The House System now provides a platform for students to work together and compete against 

each other’s houses in cultural, creative, sporting and academic events.  Students are able to display 

their talents, work hard and most importantly, have fun. 

 

We feel this system will bring a stronger sense of community to our school, helping us achieve the 

following: 

 

• A greater sense of family environment in our school, where everyone is 
approachable and there are no barriers between the year groups 
 

• Peer mentoring naturally occurring as older students talk to younger students 
 

• More time for tutors to speak to students as an individual, helping smaller groups of 
students with a  particular issue as opposed to 29 from the same year group at the 
same time 
 

• Increased leadership opportunities to students 
 

• Greater opportunity for friendships in other year groups 
 

• A growing sense of confidence in younger students due to positive relationships with 
older tutees. 
 

• Stronger bonds with form tutors who oversee the well-being, achievement and 
development of students for more than typical one or two years 
 

• A greater sense of House spirt and competition through sports, arts, quizzes with a 
greater sense of loyalty and responsibility to the house and other students within it. 
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House Points 

 
A long-standing tradition in the school is the presentation of the Britannia Trophy at the end of 
each term to the house which has been awarded the highest number of House Points.  House 
Points are used to reward an individual and to encourage students to make a positive contribution 
to the house in which they belong.  The table below provides a non-exhaustive list of examples on 
how House Points are awarded to students from Years 7 to 13. 
 
House Points Hierarchy 

Level 
House 
Points 

Examples may include 

1. Merit 1 Piece of work completed to a high standard/showing 
improvement 
Excellent participation/contribution within a lesson 
Demonstrating improvements to participation/contribution 
within a lesson 
Consistently meeting deadlines over a term 
Demonstrating improvements to meeting deadlines 
Consistently good organisation of exercise book/folder 
Demonstrating improvements in organisation of exercise 
book/folder 
Assisting/Participating in school events e.g. assemblies, 
charity events 
Good citizenship 

2. Excellent 3 Piece of work/project completed to an outstanding 
standard/showing improvement 
Leading/Taking a significant role in school events e.g. 
assemblies, charity events 
Taking on a Form leadership role 
Taking a peer mentoring role 
Representing the school and its ethos in the wider community 
e.g. guiding at open events, participating in recruitment 
activities 

3. Headteacher 
Celebration 
Assembly 
Award 

4 100% attendance for the term 
Academic success/progress 
Recognition of exceptional individual achievements both in 
and out of School 
Service to the School 

4. House Leader 
Recognition 
Award 

5 Exceptional service to the House 

5. Headteacher/
SLT 
Recognition 
Award 

10 100% attendance for the academic year 
Annual presentation event rewards 
Exceptional service to the School 
Exceptional service to the wider community 

 
 
Sanctions 
Order Marks and Conduct Marks are used as a sanction for low level disruptive/unacceptable 
behaviour.  Order Marks gain one Behaviour Point and Conduct Marks gain two Behaviour Points.  
Students accumulating four Behaviour Points are issued with a detention.  
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House Histories 

 

The four houses were successfully developed in the summer of 1926. The houses were named 

Audley, Ferrers, Paget and Stafford after old Staffordshire families, and the house colours were 

adopted as Audley - gold, Ferrers – red, Paget – green and Stafford – blue.  

 

Audley 

 

The village of Audley (Aldithley) was first mentioned in the Domesday Book. Henry de Aldithley was 

Sheriff of Shropshire and Staffordshire from 1216 until 1221. Heighley Castle at Madeley was 

completed by the family in 1233 and was one of their ancestral homes for over 300 years. Sir James 

de Audley fought alongside King Edward III in the French wars. When the Knights of the Most Noble 

Order of the Garter were created in 1348, James was of the first to be appointed. At the battle of 

Poitiers in 1356 he was severely wounded, but after the victory was told by Edward that he had 

been the bravest knight on his side. He was later made Governor of Aquitaine. In 1459 James 

Touchet, fifth Baron Audley, commanded the Lancastrian force at the Battle of Blore Heath, one of 

the first major battles of the Wars of the Roses, where he was killed. A stone cross known as 

Audley’s Cross still stands on the site of the battle to this day. During the reign of Queen Elizabeth 

I, the Audleys remained royal supporters and in 1601, George, 11th Baron, was made Earl of 

Castlehaven for his services after he as wounded at Kinsale. Thomas, 23rd Baron Audley, married 

Sarah Spencer-Churchill, becoming Sir Winston Churchill’s son-in-law. 

 

 

Ferrers 

 

Originally from the town of Ferrieres in Normandy, which was known for its iron-working industry 

(the French ‘ferrer’ meaning to shoe a horse and being linked with the English ‘farrier’), the de 

Ferrers family settled in Staffordshire and prospered, acquiring castles at Tutbury and Chartley. 

Along with his wife, Henry de Ferrers founded Tutbury priory. His son Robert was a leader of the 

English at the Battle of the Standard in 1138, following which King Stephen made him an Earl. After 

championing the cause of the Barons against Henry III, Robert Ferrers, Earl of Derby, fell out of 

favour and Edward, son of Henry III, laid waste his lands in Staffordshire and Derbyshire and 

destroyed Tutbury Catle. The present Earl Ferrers is descended from Sir Thomas Shirley who was 

famous for his valour and services to King Edward III against the French. His son was Henry IV’s 

Grand Falconer and was killed fighting alongside the King at Shrewsbury in 1403, having been 

mistaken for him. Sir Ralph Shirley was one of the chief commanders at the Battle of Agincourt in 

1415. In 1500 Sir Edward Ferrers, who was the High Sheriff of Warwickshire, married the daughter 
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of Nicholas Brome, owner of the manor of Baddesley Clinton, which remained in the Ferrers family 

until 1940 and is now owned by the National Trust. 

Paget 

 

The Paget family came from Wednesbury. William Paget was Serjeant at Mace of the City of London 

and his son, Sir William Paget, was one of the closest advisers to King Henry VIII, becoming a 

Knight of the Garter in 1547. In 1549 he was ennobled and given the title Baron Paget of Beaudesert 

(Beaudesert being an area of land bordering on Cannock Chase). He was a member of Queen Mary’s 

Privy Council and became Lord Privy Seal in 1556. His younger son, the third Baron Paget, was 

attainted on suspicion of being involved in plots against Elizabeth I and his title and property were 

forfeited. However, in 1604 James I restored the fourth Baron, William, to his rank and honours. 

The fifth Baron, also William, commanded a Royalist regiment at the Battle of Edge Hill during the 

English Civil War. The eighth Baron was succeeded by his cousin whose eldest son Henry William 

was a prominent military commander who gained fame at the Battle of Waterloo where he lost his 

leg. A few weeks after the battle he was made Marquess of Anglesey, becoming known at the 

‘Waterloo Marquess’ because he contributed so significantly to the victory. As of 2011, the titles of 

Marquess of Anglesey and Baron Paget of Beaudesert are held by George Charles Henry Victor 

Paget, the seventh Marquess. 

 

 

Stafford 

 

Ralph de Stafford fought at Crecy in 1346 and took part in the siege of Calais, being present when 

the town surrendered. Chosen as one of the original knights of the Garter, he was created first Early 

of Stafford in 131. The second Earl, Hugh de Stafford, also served in the Hundred Years’ War against 

the French and later become prominent in politics, being appointed as one of the four Lords on the 

committee in the ‘Good’ Parliament. In 1385, when Richard II went north to invade Scotland, 

Stafford went with him. However, after his son’s death, he went on a pilgrimage to Jerusalem and 

died on the journey home. The fifth Earl, Edmund, having married the daughter and eventual heiress 

of the Duke of Buckingham, having achieved a strong position under Henry VIII, was beheaded in 

1521 following private accusations, which had aroused the king’s suspicions. During the Civil War, 

the Stafford family was on the side of the king. Lady Isabella Stafford was besieged at Stafford 

Castle by a small Parliamentary force whereupon she soon surrendered without resistance. The 

castle and the walls of Stafford were destroyed. 
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Our Pastoral Structure 

 

Mr A Jones: Deputy Headteacher 

Designated Safeguarding Lead 

Pastoral Leaders: 

Sixth Form: 

Mrs J Stanway – Senior Assistant Headteacher/Director of Sixth Form 

Mr M Blything – Assistant Head of Sixth Form 

Audley: 

Miss L Bould - House Leader (Deputy Safeguarding Lead) 

Mrs C Jones  - Assistant House Leader 

Ferrers: 

Mrs A Thompson - House Leader 

Miss A Platt - Assistant House Leader 

Paget: 

Mrs E Clarke - House Leader (Deputy Safeguarding Lead) 

Miss E McMorrine - Assistant House Leader 

Stafford: 

Miss J Price - House Leader (Deputy Safeguarding Lead) 

Miss T McStay - Assistant House Leader 

Pastoral Student Support Staff: 

Mrs B Wittwer (Hub Manager) 

Miss B Jowett (Pastoral Welfare Officer) 

Dr N Khan (Educational Psychologist) 

Mrs L Phillips (School Counsellor) 

Pastoral Administration Support Staff: 

Mrs R Darby (Pastoral Admin Assistant) 

Mrs J Phillips (Pastoral Admin Assistant) 

Mrs L Shackleton (Pastoral Admin Assistant) 
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The Hub 
The Hub acts as our pastoral care and support centre within the school.  Teaching and non-

teaching pastoral staff are based within The Hub for students to access pastoral care and support, 

when needed, as well as more day-to-day routine support. 

 

The Hub also provides a main communication channel for parents/carers with school.  

Parents/Carers will be able to access a member of staff who will listen to their queries and 

concerns, relay the actions they will be taking and include any time scales.  Where appropriate the 

hub will provide the bridge for partnership work between school and parents in supporting 

students. 
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The Role of the Form Tutor 

 

From the first day of the academic year with students in vertical tutor groups, the form tutor has a 

crucial role in ensuring that the following values are promoted: 

 

Belonging 

For all students, especially new, to feel welcome and settled to our school and feeling like they are 

a recognised and valued member of their form and house. 

 

Connecting 

The vertical tutoring system facilitates links between year groups. In order for students to benefit 

fully from this, students communicating or working together across year groups should be promoted 

and worked into tutor time wherever possible. 

 

Learning 

The form tutor will take an active interest in the progress of each individual student and support 

students where necessary. Peers helping each other, especially older students assisting younger 

students, can help encourage all to learn and push themselves.  

 

Communication 

The assembly rota, with its emphasis on house assemblies, will increase the effectiveness of 

communication within the houses. Mondays in form are designated to issue notices and letters, so 

students have a clear idea of upcoming events and deadlines. 
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Form Groups 2018/19 

 

Audley : 

Mrs G Hill Audley1 005 

Mrs D Hickman/Mrs D Pace Audley 2 S5 

Mrs R Coulson/ Mrs C James Audley 3 108 

Miss S Bannister/Mrs S Kang Audley 4 114 

Mrs J Garrett/Mr T Atton Audley 5 109 

Mrs A Meredith Audley 6 102 

Mrs R Brett Audley 7 S1 

Mrs S Arrowsmith/Mrs R Butler Audley 8 A2 

Ferrers : 

Mrs K Maiden Ferrers 1 014 

Mrs E Pataki Ferrers 2 115 

Miss P Blunt Ferrers 3 107 

Mr D Bowdler Ferrers 4 110 

Mrs J Davies Ferrers 5 S6 

Ms C Hancock Ferrers 6 10 

Ms J Marshall Ferrers 7 105 

Mrs N Tamang Ferrers 8 116 

Mrs S Stones Ferrers 9 S7 

Paget : 

Mrs A Saul Paget 1 113 

Ms U Badinski Paget 2 007 

Miss J Evans Paget 3 104 

Ms M Buch Paget 4 S8 

Miss T Qadri Paget 5 S4 

Mrs K MacDonald Paget 6 S2 

Miss K Fraser/Mrs K McMahon Paget 7 008 

Mrs N Godfrey/Miss M Safeer Paget 8 103 

Stafford : 

Mrs J Bishop Stafford 1 002 

Mr J Carlyle Stafford 2 111 

Miss C Canlett Stafford 3 118 

Ms C Dhamia Stafford 4 009 

Miss S Collisson Stafford 5 003 

Mrs L Atwal/Mrs J Francis Stafford 6 A1 

Miss S Milovsorov Stafford 7 112 

Mrs J Olomolaiye/Mrs N Keane Stafford 8 101 

Mr A Jones Stafford 9 004 
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Lunch Rooms 

 

Students have been allocated a lunch room that they can use to socialise with their friends from the 

same year group. 

 

The numbers in bold denote the rooms which have been designated as silent study rooms. 

 

Year 7 003, 004, 005, 007, 008 

Year 8 110, 112, 113, 114, 115, 

Year 9 105, 106, 109, 009. 010 

Year 10 111, 116, 118, 117, 119 

Year 11 101, 102, 103, 104, 107 

Sixth Form Sixth Form Centre 
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Communication with School 
Over the course of the year we will communicate with you in a variety of different ways:  

 We will email home our weekly E-Bulletin. This document highlights up and coming events 
and recent achievements, in addition to recent letters home;  

 Each half term we publish the school newsletter. This is available on the website and sent 
home by email;  

 Grade sheets and/or written reports to update you on your daughter’s progress;  
 Text messages; and 
 Hard copies of letters will be sent home for a variety of matters and electronic versions of 

these are uploaded to the school website. 
 
 
Occasions may arise when you need to contact school in order to share information or raise 
concerns. There are several ways in which you can do this, including:  

 By telephone – 01902 551515;  
 By email – enquiries@wghs.org.uk – should be used for all general enquiries;  
 By email – headteacher@wghs.org.uk – should be used for direct/confidential 

communication with the Headteacher;  
 By letter to school;  
 By recording a note in the communication section of your daughter’s planner to be shared 

with a member of staff.  
 
Please see our parental communication booklet for more detail on communication with school. 
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Appendix I – Home-School Agreement 
Wolverhampton Girls' High School is a selective grammar school with academy status for girls aged 11-18.  The school’s purpose is to help develop happy, 

accomplished, articulate and confident young women who can go on to give service to the community and who are equipped to seek fulfilment in their own 

lives.  We recognise that our aims can only be achieved through an active partnership between school, students and parents/carers.  Together we commit 

ourselves to the following: 

As a Parent/Carer: 
I/We will: 

The Student 
I will: 

The School 
The school will: 

 ensure the regular attendance of my/our daughter; 

 ensure that my/our daughter attends school punctually each 
day unless there is a good reason for lateness or absence; 

 notify the school promptly of reasons for absence and 

encourage my/our daughter to complete any work missed; 

 avoid taking my/our daughter out of school during term time; 

 inform the school of any concerns or problems  or changes 
that might affect my/our daughter’s work or behaviour; 

 uphold the school’s policies and guidelines on uniform; 

 support my/our daughter in the completion of all homework 

tasks to the best of her ability in accordance with the school’s 
assessment policy; 

 monitor my/our daughter’s completion of homework by 

checking and signing my daughter’s planner each week; 

 do my/our best to attend parents/carers’ evenings and all 

discussions on my/our daughter’s progress; 

 support extra-curricular activities at school where possible; 

 help the school maintain high standards of behaviour by 
supporting the school’s behaviour policy; and 

 read all communications from the school and respond when 

requested. 
 

 attend school regularly and on time every day 
unless there is a good reason for absence; 

 arrive promptly and come properly equipped 

to lessons; 

 behave in a manner consistent with the 
school’s behaviour policy;  

 follow school rules/procedures and abide by 

the school’s Code of Conduct; 

 wear correct school uniform; 

 participate in lessons; 

 do my best in lessons and homework; 

 record time spent on homework in my 
planner; 

 endeavour to participate in extra-curricular 

activities; 

 honour my commitments; 

 be honest, courteous and supportive in my 

dealings with all members of the school; 

 help to look after the school environment; and 

 promote a positive image of the school. 

 endeavour to develop the full potential of 
your daughter in all aspects of school life; 

 value the qualities of your daughter and care 

for her needs as an individual; 

 provide a safe, ordered, disciplined and 
supportive environment for your daughter; 

 promote mutual respect, honesty, tolerance 

and loyalty; 

 provide a broad curriculum with varied 
opportunities for enrichment with equal 

opportunities for all students; 

 develop your daughter’s understanding of 

the wider community; 

 keep you informed about general school 
issues and provide you with regular 

information on your daughter’s progress; 

 ensure that we are available, by prior 
arrangement, to discuss a student’s progress 

or parental concerns; and 

 welcome you as parents/carers, endeavour 

to respond to your views and value your 
support. 

Signed Parent/Carer 

 

Signed Student Signed School 
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Appendix II – School Regulations 
Arrival School opens at 8.00am. You should arrive no later than 8.50am.  The Dining Hall is 

open from 8.15am for breakfast.  Years 7 -8 must wait in the Dining Hall, Years 9-13 may wait in 

allocated rooms until the 8.50am bell has been rung.  If you arrive late to school you must report 

to the Pastoral Hub to sign in. 

 

Recreation Years 7-9 should be outside unless it is decided by the staff duty leader to be an 

indoor rec due to weather conditions.  For indoor rec Year 7-9 may use allocated rooms.  Years 

10-13 may use allocated rooms or go outside during rec.  NB: No eating of hot food except in the 

Dining Hall.  No eating in the corridors at all.  Do not leave litter.  The back of the school, drive 

field and car parks are out of bounds at all times. 

 

Lunchtime Years 7-9 – 25 minutes are allowed for eating packed lunches in allocated rooms.  

After that, if not attending clubs/activities, Years 7-9 should go outside.  For indoor lunch due to 

weather conditions Year 7-9 may use allocated rooms.  Years 10-13 may use allocated rooms or 

go outside during lunchtime.  In allocated rooms, behave sensibly – no sitting on desks, window 

ledges etc.  Do not write on whiteboards or use the computer.  At the end of lunchtime, leave 

rooms neat and tidy, with desks clean and rubbish in bins. 

 

ANY BEHAVIOUR WHICH PROVES TO BE UNSATISFACTORY WILL RESULT IN A LOSS 

OF ACCESS TO THESE ALLOCATED ROOMS. 

 

After school Unless you are attending a school activity, the building should be vacated by 

3.50pm.  If you wish to work or are waiting to be collected, please go to the Library, IT room or 

the supervised Breakout Areas.  All students should be off the school site by 5.00pm (4.30pm on 

Fridays). 

 

Movement Remember to walk on the right hand side of the corridor and do not run.  Give way 

to staff and visitors.  Students must follow the one-way system on staircases throughout the 

normal school day.   No eating or drinking in the corridors.  Chewing gum is not permitted in the 

school. 

 

Lessons Be punctual to lessons and to tutor sessions.  Enter rooms quietly unless a class is 

waiting to come out.  Line up in single file outside the Art Room, Technology Rooms, 

Science Labs and Sports Hall.  Wait to be dismissed at the end of a lesson.  Girls arriving late 

for lessons will be required to explain their lateness.  Persistent and unjustifiable lateness will be 

dealt with by staff issuing sanctions.  Girls may only leave lessons at the discretion of the class 
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teacher.  The exceptions to this are for music and mentoring lessons when permission should 

have been sought from the class teacher concerned in advance.  Girls are expected to copy up all 

work missed and to complete homework tasks. 

 

Absence If you are unable to attend school owing to illness, parents/carers must inform 

school on the first day of non-attendance by telephone and leave a message on the auto-

attendance telephone service, 01902 551515, option 1, before 9.30am.  On your return to 

school bring a letter from your parent/carer to the Pastoral Hub giving the reason for your 

absence.  Alternatively, you can complete the absence authorisation form downloadable from the 

school website.  A letter should be brought in advance for medical and other appointments and 

taken to the Pastoral Hub.  Sign out when leaving and sign in when returning at the Pastoral Hub.  

If you feel unwell in School, either report to a member of staff or go to the School Reception.  

Applications for any other Leave of Absence should be completed 4 weeks in advance of the 

event and all applications should be made on one of the appropriate leave of absence forms 

which are available from the Pastoral Hub. The only exception to this is in the event of a funeral, 

in which case a letter signed by a parent/carer should be forwarded to the Pastoral Hub in 

advance. 

 

Property Girls should not bring more money to School than they need.  If they have to bring a 

large amount occasionally, they must leave it in a named envelope in the Finance Office.  If small 

amounts of money are kept on the girl’s person, this should be handed in to the PE staff during PE 

lessons, as should other valuables.  All girls in Years 7 to 13 have a locker, to store books, coats 

and PE kit.  Girls should keep their lockers padlocked.  Mobile phones may only be brought into 

school with permission – a parental letter should be sent to the Deputy Headteacher with 

responsibility for Student Support.  Phones must be switched off throughout the day.  Any items 

of value are the students’ responsibility and should be kept in a padlocked locker, or handed in to 

the School Reception for safekeeping until the end of the school day.  The school cannot take 

responsibility for the security of mobile devices or other valuables; individuals must ensure their 

safekeeping. 
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Appendix III – Student Code of Conduct 
In order for our school to maintain high standards and function properly and safely it is necessary 
for all members of the community to take responsibility for their actions.  Most of the points listed 
below are common sense and all recognise the right of everyone within the community to enjoy 
school and be in a pleasant, safe and secure environment at all times. 
 
ALWAYS REMEMBER THE 3C’S 
 
CARE          COURTESY          CO-OPERATION 
 
1. Treat all members of the school community, visitors and our neighbours with care, courtesy, 
respect and consideration.  We expect tolerance and respect for diversity. 
 
2. Set high standards of behaviour for yourselves and others. 
 
3. School is a place to learn.  Make that a personal goal and allow others to do likewise. 
 
4. Attend school and be punctual at all times. 
 
5. Have the correct equipment for lessons. 
 
6. Hand your work in on time, completed to the best of your ability. 
 
7. Co-operate with the school uniform and dress policy. 
 
8. Keep the environment safe.  Remember that you have a duty of care to look after your own 
safety and that of others.  Co-operate with instructions about movement around the school. 
 
9. Respect our environment.  Damage to buildings and their contents affect us all.  Do not drop 
litter. 
 
10. Eat only in designated areas at designated times, leaving the area clean and tidy. 
  
11. Do not bring substances or items subject to abuse into school.  This includes solvents, 
chewing gum, alcohol, drugs, new psychoactive substances, drug related paraphernalia, e- 
cigarettes, weapons, tobacco, matches and lighters and material that is inappropriate or illegal for 
children to have such as racist or pornographic material.  This list may be amended as and when 
it is deemed necessary. You will be informed of any changes. 
 
12. Rude, derogatory, racist, homophobic or defamatory language will not be tolerated. 
 
13. Valuable items, electrical equipment and large sums of money should not be brought to 
school. 
 
14. Mobile phones must be switched off and not visible from 8.50 am to 3.40 pm.  If your phone 
is seen, heard, or used between these times you will be issued with a Conduct Mark. 
15. Stay in permitted areas of the school site at all times. 
 
16. Students from Year 7 to 11 must seek permission, through the leave of absence procedures, 
to leave the site at any time during the day.  You must always sign out before leaving the 
premises. 
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17. Students from Year 12 and 13 must follow the Sixth Form signing in/out procedures when 
leaving the school site at permitted times during the day. 
 
17. Designated health and safety equipment is only for use in emergency situations and should 
not be tampered with under any circumstances. 
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Appendix IV – School Uniform and Dress Policy 
School Uniform Shop 
Wolverhampton Girls’ High School uniform can be purchased from S. Simmonds & Son Ltd. 
  
Online orders 
Orders for items can be placed online via the website www.simmonds-ltd.com 
  
Customer service  
There is a dedicated customer service email customerservice@simmonds-ltd.com  
Customer service helpline on 01892 837202.  Staff are available from 9.00am to 5.30pm Monday 
to Friday. 
 
 
The School Uniform 
 
The following items must be purchased through the School Uniform Shop: 
 The school skirt – a knee-length navy blue with fine red pinstripe skirt; or 
 The school trouser - navy blue with fine red pinstripe trouser.  
 
 The school jumper – a plain, navy blue school jumper (with small navy blue or red logo – the 

original school crest). 
 
 The school scarf in navy blue may be worn by students who need to cover their head on 

religious grounds. (Parents must seek permission in writing from the Headteacher prior to 
purchase, indicating why this is a need for their daughter). 

 
 
The following items may be purchased through the School Uniform Shop or through other 
providers: 
 The school blouse Year 7-11 – a tailored revere/open collar short-sleeved (Trutex Style No: 

TRH814) or long sleeved blue blouse, which can, when not wearing a jumper, be worn outside 
the skirt; or 

 The school blouse Sixth Form – a tailored revere/open collar short-sleeved or long sleeved 
white blouse, which can, when not wearing a jumper, be worn outside the skirt. 

 
 Black, navy blue or flesh coloured tights may be worn; or 
 Black, navy blue or white ankle socks. 
 
 All year round, shoes should be plain black with low heels, which pay regard to the needs of 

health and safety.  NB: no trainers; no boots; no stiletto heels; no sling backs; no open-toed 
shoes or sandals. 

 
 Dark coloured coat (no denim, leather, leather-look or similar fabric).  Coats should be 

removed and placed in lockers on arrival at school. 
 If a hat/scarf is worn for the journey to school, they should be removed and placed in lockers 

on arrival at school. 
The Physical Education Uniform 
(New from Sept. 2017, old PE uniform can be worn until it needs replacing) 
The following items must be purchased through the School Uniform Shop: 
 Navy polo shirt – name on front embroidered in burgundy. 
 Navy blue games skort/skirt. 
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 Navy outdoor training top. 
 Navy outdoor training trousers – leggings or tracksuit trousers. 
 
 
The following items may be purchased through the School Uniform Shop or through other 
providers: 
 Predominantly white trainers with non-marking soles and a good grip. NB: no boots; no 

plimsolls. 
 Predominantly black astro-turf trainers. NB: not studded boots. 
 Short white sports socks. 
 Plain navy blue hockey/football socks. 

 Plain navy blue shorts – no logos. 
 Shinpads. 
 Gum Shields for hockey. 
 
All items of PE uniform should be securely fastened using a zip or drawstring in a clearly named 
kit bag.  NB: no plastic bags. 
 
 
 
Additional curriculum items 
The following items may be purchased through the School Uniform Shop or through other 
providers: 
 Long sleeved navy blue science overall Year 7-11 
 Long sleeved white science overall Sixth Form science students 
 Red with white stripes apron for Food Technology Year 7-11 
 
All items of uniform, PE kit and additional items should be clearly labelled with the owner’s name. 
 
 
 
Jewellery 
Students may wear only:  
 A plain wristwatch. 
 A simple cross or other religious symbol no larger than a 1p piece on a small-linked chain. 
 One simple plain ring. 

 One pair of small silver or gold stud type earrings (no hoops).   
 
There should be no other jewellery of any kind.  There should be no body piercing. 
 
 
Hair 
Hair adornments should be simple and in a school colour (black, navy blue or red).  Hair should be 
natural-looking in style and colour and should not obscure the face.   
 
Make Up 
If worn by students, make-up must be discreet. 
Nail varnish of one block neutral colour may be worn. NB no applique or fake nails. 
 
Exceptional Circumstances 
1. Snow 
 There is no necessity for any different kind of footwear on cold mornings.  
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Snow is the exception.  In such circumstances, boots which offer the advantage of deeper tread 
may be worn to and from school.  Students must ensure that they have their school shoes with 
them to change into on arrival at school.  
 
2. Cycling to and from School 
 Any appropriate clothing for cycling is permitted.  
 Students must ensure that they change into full and correct uniform on arrival at school.  No 

excuses for forgotten items of uniform will be accepted.  If this occurs, the student will be sent 
home to collect the missing item(s) of uniform.  

 Students are strongly advised to wear a cycle helmet and reflective clothing.  
 
Additional Student Needs 
Please kindly note that any other needs relating to an individual student must be addressed in 
writing, along with any relevant supporting documentation, to the Headteacher who will seek the 
views of the Chair of Governors as appropriate. 
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Appendix V – Managing Students with Medical Needs Policy 
Statement of principles 
Some students will at some time have a medical condition that affects their participation in some or 
all school activities.  For most this will be short-term and where medication is required it will only 
involve the finishing of a prescribed course, such as antibiotics or eye drops etc. 
 
A small amount of students have medical conditions that, if not properly managed, may limit their 
access to an appropriate education.  These students are said to have ‘medical needs’.  Most students 
with medical needs are able to attend school regularly and, with appropriate support can take part 
in all, or almost all, normal school activities. 
 
In addition to educational impacts, there may also be social and emotional implications associated 
with medical conditions.  Students may be self-conscious about their condition, may be bullied or 
develop emotional disorders such as anxiety or depression around their medical condition.  Long-
term absences due to ill-health may affect attainment, their ability to integrate with peers or their 
general wellbeing.  Short-term, frequent absences, including those for appointments connected with 
the student’s medical condition may also be a factor. 
 
This policy sets out how Wolverhampton Girls’ High School will make arrangements to support 
students at the school with medical needs.  The aim is to ensure that all students with medical 
conditions, in terms of both physical and mental health, are properly supported in school so that 
they can play a full and active role in school life, remain healthy and achieve their academic 
potential. 
 
The Governors, Headteacher and staff of Wolverhampton Girls’ High School will conform to all 
statutory guidance in the DFE document Supporting pupils at school with medical conditions.  
The Governors, Headteacher and Staff: 
 are committed to ensuring that all students have access to as much education as their medical 

condition reasonably allows, in order to maintain the momentum of their studies, stay on target, 
and fulfil their educational potential; 

 recognise the valuable contribution of parents and other agencies in providing information to 
ensure best access to all educational and associated activities for student with medical needs; 

 recognise that on occasions a student with long-term and/or complex medical needs will require 
intervention from a specialist provision, such as a special school, the Home and Hospital Tuition 
service or the Orchard Centre Pupil Referral Unit; and 

 will work with specialist providers, whenever necessary, to ensure smooth transition to (and 
where appropriate back from) the specialist provision and, as far as possible, provide continuity 
in learning. 

 
 
Roles and responsibilities 
Supporting a student with a medical condition during school hours is not the sole responsibility of 
one person.  Partnership work between different school staff, healthcare professionals, social care 
professionals, local authorities, and parents and students will be critical. 
Governing Body 
The Governor Body of Wolverhampton Girls’ High School will: 
 ensure that arrangements are in place to support students with medical conditions.  In doing 

so, they will ensure that such students can access and enjoy the same opportunities at school 
as any other child; 
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 ensure that arrangements they put in place are sufficient to meet their statutory responsibilities 
and that their policies, plans, procedures and systems are properly and effectively 
implemented; 

 ensure that the school has an effective policy on the management of students with medical 
needs and will review its effectiveness on a biannual basis; 

 ensure that staff are properly trained to provide the support that the students need; 

 in line with their safeguarding duties, ensure that students’ health is not put at any unnecessary 
risk from, for example infectious diseases, and not accept a student in school at times where 
it would be detrimental to the health of that student or others to do so; 

 ensure that the role of individual healthcare plans, and who is responsible for their development 
in supporting students at school is accounted for; and 

 delegate day-to-day responsibilities for the management of students’ medical needs to the 
Deputy Headteacher (Student Support). 

 
Deputy Headteacher (Student Support) 
Subject to the provisions set out in this policy, the Deputy Headteacher (Student Support) will: 
 accept responsibility for the school giving, and/or supervising student taking medication during 

the school day; 
 ensure that all staff are aware of their statutory duties and safeguards that apply to their post; 
 ensure that procedures are in place for formal agreements to be drawn up between the school 

and parents/carers of student with medical needs by use of Contract Forms1; 
 be responsible for ensuring students with medical needs are given fair access to education and 

all associated activities available to other students; 
 ensure that accurate records are maintained related to medication that is administered within 

school; 
 ensure that risk assessments are carried out wherever necessary for both in-school and off-site 

activities with support from the Assistant Headteacher (Health and Safety/EVC); and 
 ensure that trained staff are available wherever and whenever necessary to ensure the safety 

of student with medical needs. 
 
SENCO 
The Special Education Needs Coordinator, SENCO will assist in maintaining contact between 
students who are out of school for short periods of time with any medical condition and that they 
are provided with work to do at home and this work is assessed and recorded appropriately.   
The SENCO will ensure that individual healthcare plans are in place for students with medical needs, 
the structure of which follows statutory guidance.2 
 
Data Information Officer 
The Data Information Officer will: 
 maintain the  school’s system of record keeping for students with medical needs; and 
 ensure the confidentiality of all records on students with medical needs. 

 
Pastoral Leaders 
Pastoral Leaders will: 
 ensure that staff, understand the nature of the condition where they have a student with 

medical needs in their class and that all staff have access to appropriate information in order 
that students with medical needs are able to attend school regularly and, with appropriate 
support, take part in all, or almost all, normal school activities; and 

                                                           
1 Appendix A: Contract Form 
2 Appendix B: Individual Healthcare Plan 
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 provide appropriate agencies with confidential access to school records in order to ensure that 
students transferred to specialist provision are able to maintain their learning and progress as 
far as is possible. 

 
Teaching and support staff 
There is no statutory duty for teachers to administer medicines in school. 
At Wolverhampton Girls’ High School we will endeavour to ensure that sufficient staff have 
volunteered and received relevant training to take responsibility for administering medicine and 
supervise a student taking medicine whenever requested to do so by the Deputy Headteacher 
(Student Support).  A list of these staff can be found in the School Reception. 
All staff have a duty of care.  In an emergency, swift action would need to be taken by any member 
of staff to secure assistance for any student.  Teachers and other staff in charge of students have 
a common-law duty to act as any reasonably prudent parent would, to make sure that students are 
healthy and safe on the school premises.  This duty extends to teachers leading any activities taking 
place off the school site. 
 
When students are out of school for short periods of time with a medical condition it is the 
responsibility of teaching staff to: 
 ensure that, wherever appropriate, they are provided with work to do at home and that this 

work is assessed and recorded appropriately; 
 maintain contact with the student and the student’s family through the named person; 
 ensure that the student is welcomed back into school with the minimum of disruption; and 
 ensure that the student has any additional support necessary to catch up with work and 

maintain best progress. 
 
Students 
Students with medical conditions may often be best placed to provide information about how their 
condition affects them therefore; they will be fully involved in discussions about their medical 
support needs.  Wolverhampton Girls’ High School will support these students in their contribution 
and development of their own individual healthcare plans. 
With prior agreement and wherever possible and appropriate, such as students with diabetes, the 
student will be allowed to carry their own medicines and relevant devices to allow swift self-
medication.  This does not apply to tablets, medicines or other drugs, such as Paracetamol. 
 
Parents 
Wolverhampton Girls’ High School expects parents/carers to provide the school with sufficient up-
to-date information about their child’s medical condition.  The school will also endeavour to involve 
the parent in the development and review of their child’s individual healthcare plan.  Parents must 
ensure that they or another nominated adult is contactable at all times.  
 
 
Notification of a student’s medical condition. 
 
On receipt of parental notification of a student’s medical condition, Pastoral Leaders, SENCO and 
Deputy Headteacher (Student Support) will liaise to determine who is best placed to draw up an 
individual healthcare plan, depending on individual circumstances.  
 
Individual healthcare plans 
Individual healthcare plans3 can help to ensure that schools effectively support students with 
medical conditions.  They provide clarity about what needs to be done, when and by whom.  They 

                                                           
3 Appendix B: Individual Healthcare Plan 
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will often be essential, such as in cases where conditions fluctuate or where there is a high risk 
that emergency intervention will be needed, and are likely to be helpful in the majority of other 
cases, especially where medical conditions are long-term and complex.  However, not all students 
with medical needs will require one.  The school, healthcare professionals and parent should agree, 
based on evidence, when a healthcare plan would be inappropriate or disproportionate.  If 
consensus cannot be reached, the Headteacher is best placed to take a final view. 
 
Special Educational Needs and Students with Medical Needs 
On occasion, students with medical needs may need provision that is different from or additional to 
that made for other students in the school, in order to make adequate progress in their learning.  
In this case, a Personalised Education Plan (PEPs) will be produced by the SENCO that specifies the 
targets for the student and the teaching strategies required to ensure their continued progression. 
School Nurse Service 
Students healthcare can be further supported by the School Nurse Service.  Parental consent4 is 
sought by the School Nurse Service should the service be required but weekly ‘drop-in’ sessions are 
also available for students. 
 
Where the responsibility for the education of a student with medical needs transfers to another 
school, home tuition service or referral unit, we will endeavour to ensure that relevant school 
records, including up-to-date assessment information, is made available to the receiving school 
within 5 working days of the request being made. 
When a student receives education other than at another school because of medical needs they will 
remain on the roll of Wolverhampton Girls’ High School, and a representative from the school will 
attend all review meetings and provide work on a regular basis. 
 
 
Administering medication in school 
Most medication prescribed for a student will be able to be administered once, twice or three times 
a day.  In these circumstances, parents/carers will be able to manage this before and after school 
and there will be no need for medication within the school day.  Medicines will only be administered 
at school when it would be detrimental to a student’s health or school attendance not to do so.  In 
this situation a Contract Form5 should be completed by parents/carers and submitted to the Student 
Support Office. 
 
No medication will be allowed into school unless it is clearly labelled with: 
 the student’s name; 
 the name and strength of the medication; 
 the dosage and when the medication should be given; 
 the expiry date and the medication is within this expiry date; 
 is in original packaging as dispensed by the pharmacist; and 

 has instructions for storage. 
 
This information should be checked each and every time the medication is administered. 
All medication must come into school in the original student-proof container and be accompanied 
by the original guidance literature. 
Drugs covered by the Misuse of Drugs Act (1971), otherwise known as controlled drugs (such 
asmethylphenidate for ADHD) may occasionally be prescribed for students.  Controlled drugs should 
be treated in the same careful manner as all other prescribed medication, in line with the procedures 
described within this guidance. 

                                                           
4 Appendix C: School Nurse Consent Form 
5 Appendix A: Contract Form 
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Where two types of medication are required, each should be in a separate container. 
Where medication is required long-term, a letter from the student’s GP or consultant must 
accompany the medication. 
Parents/carers should handle all medication to be handed to the Student Support Team in the 
Student Support Office, on arrival in school. 
Medicines will be stored in a locked cabinet unless they require refrigeration. If they require this, 
they will be kept in the locked fridge in a supervised area close to Reception and the Student Support 
Office. 
Certain medicines, such as asthma inhalers may need to be kept by the student in order for them 
to be readily available, but emergency inhalers are kept with the designated staff in Student Support 
Services Team 
 
Prescribed and Non-prescribed Medication 
Medication issued on the instructions of a member of a Primary Care Trust are known as prescribed 
drugs.  Under no circumstances will medication be given to students under the age of 16 unless 
written permission has been obtained from parent/carers.  This includes Paracetamol. 
Some non-prescribed medication or homeopathic medication may need to be taken on a regular 
basis, and this will only be received and administered within school under the same guidance as 
prescribed medication. 
School staff administering a controlled drug to a student will do so in accordance with the 
prescriber’s instructions.  The school will keep a record of all medicines administered to individual 
students stating what, how and how much was administered, when and by whom. 
When no longer required, the school will request that the parent/carer arranges for collection and 
safe disposal. 
 
 
Off-Site visits and activities 
Special arrangements may need to be made whenever students with medical needs are engaged in 
off-site activities.  This could range from a local visit or a residential visit. 
A risk assessment6 on the specific needs of the student in particular should be carried out.  All 
reasonable adjustments should be considered to ensure that the student can access all parts of the 
activity alongside their peers, in the safest possible way.  Where it is not possible to eliminate all 
risk for the student a meeting will be requested with the parent/carer in order to agree the best 
way forward.  A written agreement will be reached before the activity takes place. 
 
 
Complaints 
Should parents/carers be dissatisfied with the support provided by the school to support students 
with medical need they should discuss their concerns directly and promptly with the school.  If, for 
whatever reason, this does not resolve the issue, then they may make a formal complaint via the 
school’s Complaints Policy. 
  

                                                           
6 Appendix D: risk assessment template 
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Appendix A: Contract Form 

 

 

 

Form for Parents/Carers to complete if they wish their child to have medication stored and administered at school. 

 

STUDENT DETAILS 

Surname:                                              Forename(s): 

Form: Condition or illness: 

 

 

 

MEDICATION 

Name/Type of Medication (as described on the container) 

 

 

For how long will your child need this medication: 

Date dispensed:                               Expiry date: 

Full Directions for use: 

Dosage and Method: 

Timing: 

Special Precautions: 

Possible side effects: 

Self Administration:  YES/NO 

Procedures to take in an Emergency: 

 

 

 

 

 

CONTACT DETAILS 

Family Contact 1 Family Contact 2 

Name 

 

Name 

Phone No:  Phone No:  

REQUEST FOR MEDICATION IN SCHOOL 
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Work: 

Home: 

Mobile: 

 

 

Work: 

Home: 

Mobile: 

 

Relationship Relationship 

 

This form is for use when medication is to be kept in the school office for your child’s use in an emergency 

situation.   

I understand that the medication must be delivered personally to a member of staff in the school office 

and accept that this is a service which the school is not obliged to undertake. 

 

Date ...…………………………………..  Signature(s)…………………………………………………………………….. 

 

Relationship to Student ……………………………………………..………………………………………………………. 

 

PLEASE RETURN TO THE SCHOOL OFFICE 

Please complete the section overleaf if relevant to your child 

 

 

 

 

Name of child……………………………………………………………… should be supervised whilst she  

 

takes …………………………………………………………………………..(medication).  This arrangement will  

 

continue until the end of the course of treatment or until instructed by parents/carers. 

 

 

Signed……………………………………………………………………………..(Parent/Carer) 

 

Relationship to student…………………………………………………………………………. 

 

Date: ………………………………………………………………………………………………….. 

  

CONFIRMATION OF AGREEMENT TO ADMINISTER MEDICATION 
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Appendix B: Individual Healthcare Plan 

Individual Healthcare Plan 

Student:                                               Form:                Plan implementation date: 

Agreement by (signatures): 

WGHS staff:                                 Parent/Carer:                         Student: 

Date:                                           Date:                                        Date: 

The medical condition, its triggers, signs, 

symptoms and treatments 

 

The student’s resulting needs, including 

medication (dose, side-effects and storage) 

and other treatments, time, facilities, 

equipment, testing, access to food and drink 

where this is used to manage their condition, 

dietary requirements and environmental 

issues e.g. crowded corridors, travel time 

between lessons 

 

Specific support for the student’s 

educational, social and emotional needs – for 

example, how absences will be managed, 

requirements for extra time to complete 

exams, use of rest periods or additional 

support in catching up with lessons, 

counselling sessions. 

 

Level of support needed, (some children will be 

able to take responsibility for their own health needs), 

including in emergencies. If a student is self-

managing their medication, this should be clearly 

stated with appropriate arrangements for monitoring 

 

Support to be provided by: 

Identification of their training / training needs, 

expectations of their role and confirmation of 

proficiency to provide support for the child’s medical 

condition from a healthcare professional; and cover 

arrangements for when they are unavailable 

 

Identification of who in the school needs to 

be aware of the child’s condition and the 

support required. 

 

Arrangements for written permission from 

parents and the Headteacher for medication 

to be administered by a member of staff, or 
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self-administered by the student during 

school hours are in place. 

Is there a need for separate arrangements 

or procedures required for school trips or 

other school activities outside of the normal 

school timetable that will ensure the child 

can participate, e.g. risk assessments? 

 

Have any confidentiality issues been raised 

by the parent/carer or student? Who will 

ensure these are complied with?  

 

What to do in an emergency, including 

whom to contact, and contingency 

arrangements. Some children may have an 

emergency healthcare plan prepared by their 

lead clinician that could be used to inform 

development of their individual healthcare 

plan – does the student have one? 

 

Plan termination date: 

WGHS staff:                                 Parent/Carer:                             Student: 

Date:                                           Date:                                        Date: 
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Appendix C: School Nurse Service consent form. 
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Appendix D: Risk Assessment Template 
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Appendix VI – Student Privacy Notice 
Why are we giving this to you? 
As your school we need to use information about you.  We do this for a number of reasons.  This 
form tells you what information we use about you and why we use it.  It is very important that 
information about you is kept safe.  We explain below how the school keeps your information safe. 
 
If you want to know anything about what we do with information about you then please ask your 
teacher, or speak to your parents/carers and ask them to contact the school.  The school wants you 
to feel free to raise any questions at all. 
 
We also have a person called the Data Protection Officer at the school.  They can answer any 
questions you have about what the school does with your information.  If you or your 
parents/guardian want to speak to them, then you can do so by contacting Reception. 
 
Policy Statement 
We are Wolverhampton Girls’ High School. During your time with us, we will use information that 
we gather in relation to you for various purposes.  Information that we hold in relation to you is 
known as “personal data”.  This will include data that we obtain from you directly and data about 
you which we obtain from other people and organisations.  We might also need to continue to hold 
your personal data for a period of time after you have left the school.  Anything that we do with 
your personal data is known as “processing”. 
 
This document sets out what personal data we will hold about you, why we process that data, who 
we share this information with, and your rights in relation to your personal data processed by us. 
 
What information do we use about you? 
We will collect, hold, share and otherwise use information about you set out in the boxes below: 

 Name  Telephone and email contact details  Date of Birth 

 Address  Assessment information  Details of previous/future 
schools 

 Unique pupil 
number 

 Behavioural information  Language(s) 

 Nationality  Country of birth  Eligibility for free school 
meals 

 Photographs  Attendance information  CCTV images and biometric 
info 

We will also collect, hold, share and otherwise use some information about you which is special 
“special category personal data” and we will take extra care to make sure that this is kept safe: 

 Racial or ethnic origin  Religious beliefs  Special educational needs and 
disability  information 

 Medical / health 
information 

 Genetic and biometric 
data 

 Information relating to keeping you 
safe 

 Sexual life  Sexual orientation   Dietary requirements 

 
Where do we get this information from? 
We get this information from: 

 You 
 Your parents/carers, and other children’s parents/carers 

 Teachers and other staff 
 People from other organisations, like doctors or the local authority for example 
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Why do we use this information? 
We use this information for lots of reasons, including: 

 To make sure that we give you a good education and to support you through this 

 To make sure that we are able to address and support any educational, health or social 
needs you may have  

 To make sure everyone is treated fairly and equally 

 To keep you and everyone at the school safe and secure 
 To deal with emergencies involving you 
 To celebrate your achievements 
 To provide reports and additional information to your parents/carers  

 
Some of these things we have to do by law.  Other things we do because we need to so that we 
can run the school. 
Sometimes we need permission to use your information.  This includes taking pictures or videos of 
you to be used on our website or in the newspaper.  Before we do these things we will ask you or 
if necessary your parent/carer for permission. 
 
Why do we use special category personal data? 
We may need to use the information about you which is special (mentioned above) where there is 
a specific interest to do so for example health and social care purposes or to provide you with equal 
opportunities and treatment. We will also use this information where you have given us permission 
to do so.   
 
There may also be circumstances where we need to use your information in relation to legal claims, 
or to protect your vital interests and where you are unable to provide your consent. 
How long will we hold information in relation to our pupils? 
We will hold information relating to you only for as long as necessary.  How long we need to hold 
on to any information will depend on the type of information.  Where you change school we will 
usually pass your information to your new school. 
 
Who will we share pupil information with? 
We may be give information about you with: 

 Other schools or educational institutions you may attend or require support from 
Local Authorities, to assist them in the exercise of their responsibilities in relation to 
education and training, youth support and safeguarding purposes 

 The Department for Education [and/ or ESFA] as required by the law 
 Contractors, to enable them to provide an effective service to the school, such as 

school meal providers or external tutors 
 
Keeping this information safe 
It is very important that only people who need to use your information can see it.  The school keeps 
you information safe by having security systems in place and restricting access to such information. 
 
Your rights in relation to your information  
You can ask to see the information we hold about you. If you wish to do this you should contact 
your House Leader. 
 
You also have the right to: 

 Object to what we are doing with your information 
 Have inaccurate or incomplete information  about you amended 
 Ask us to stop doing certain things with your information in some cases 
 Ask that decisions about you are not made using automatic systems 
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 Claim against the school in certain circumstances where you have suffered as a result of 
the school breaching your data protection rights 

 
If you feel it necessary to do any of the above, you can speak with the school’s Data Protection 
Officer.   The school does not have to meet all of your requests and we will let you know where we 
are unable to do so. 
 
Concerns 
If you are concerned about how we are using your personal data then you can speak with [enter 

details here], or if necessary you or your parent/ carer can contact an outside agency - the 

Information Commissioner’s Office who could also help at https://ico.org.uk/concerns/. 

https://ico.org.uk/concerns/

