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Welcome to the Parents' Handbook
This handbook emphasises the high profile we give to communication with parents and we hope it will prove to be a useful guide and point of reference. Within it, you will find details of the many aspects of school life. It is always worth emphasising, however, that the staff all aim to be approachable and parents are encouraged to meet with them to discuss any matters of concern. If you have any further questions, please contact any member of the Senior Management Team or the School office for clarification.
Communication is, of course, a two-way process and it is to be hoped that, as parents, you will aim to communicate important information, and any concerns to the School. The handbook provides a great deal of detailed information, with the main aim of establishing effective communication between home and the School.
Broadhurst School recognises that working in partnership with parents is of major value and importance to the School, in enabling it to provide a happy, caring and stable environment for children and their parents. We aim to form good relationships with parents, in order that information regarding your children (be it developmental, social or health related) can be exchanged easily and comfortably by School staff and parents at all times. 
We look forward to welcoming you to Broadhurst School.

With very best wishes,
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Mrs Zoe Sylvester 
Headmistress 
Broadhurst School 
19 Greencroft Gardens 
London, NW6 3LP

t: +44 (0)20 7328 4280
e: office@broadhurstschool.com
In the event of an emergency please contact the school as above.
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AIMS OF THE SCHOOL 
We aim to provide a happy, caring and secure environment in which every child can develop individually and is motivated and encouraged to reach his or her full potential.   
We aim to achieve the highest standard of teaching and the highest standard of learning for all children.   
We believe that a child’s first experience of school should be both stimulating and exciting and we cannot stress enough the importance of play.
Small class sizes and an excellent child/teacher ratio ensure a firm foundation in early years education.
Staff are very aware of the importance of meeting the needs of all children.  Our full-time staff includes a Learning Support Coordinator (LSC), who is available to discuss with parents appropriate individual Education and Health Care Plans (EHCP) and programmes of support and intervention where necessary.

Mr Berkery, the Proprietor of Broadhurst, takes final and overall responsibility for the school.  Mr Berkery may be contacted at the school address stated above.  The Proprietor is available during normal working hours.
Mrs Zoe Sylvester has responsibility for the day to day running of the school, in her position as Headmistress.  She is also responsible for the educational development of the children, staff, liaison with parents both current and prospective, maintenance and development of the school’s facilities and resources, and the representation of the staff’s interests to the Proprietor.
OUR SCHOOL RULES  


Be kind and polite
Use gentle hands and kind words
Respect other people and their belongings
Look after our friends, our toys and our classroom

Follow instructions

Always use our listening ears
Try your best
Work together as a team and don’t be afraid to make mistakes
ADMISSIONS POLICY
School places are grouped in age-ranges and are reserved on a first come, first serve basis. In order to guarantee a place with us, we encourage prospective parents who hold a reserved place to visit the school and meet with the Headmistress at the earliest opportunity (usually when their child is three months old).
We welcome enquiries from prospective parents who are in the early stages of pregnancy. 
Priority is given, where possible, to siblings or where there are proven existing connections to the school. 
For further enquiries and/or to request a current prospectus containing further details of the admissions process and fees, please email: registrar@broadhurstschool.com 
STAFF LIST  2020 -2021
	Mrs Zoe Sylvester
	Headmistress and Designated Safeguarding Lead (DSL) for Safeguarding (Child Protection).

	Miss Danica Belzer
	Deputy Headmistress and Deputy Designated Safeguarding Lead (DSL) for Safeguarding (Child Protection) in the absence of the Headmistress, Mrs Zoe Sylvester. Learning Support Coordinator


Class Teachers






Assistant Teachers
	Miss Brogan Blackburn

	Mrs Kerry Callan

	Miss Harriet Gifford

	Miss Clare Hammett

	Miss Monique Joseph

	Mrs Jane Mehra

	Miss Kathleen Moora

	Miss Apple Paz

	Miss Mary Sorell


	Miss Charlotte Buckler

	Miss Melissa Clarkson

	Miss Andrea Durcova

	Miss Anna Greenberg

	Mrs Claire Kendrick

	Miss Roisin Moss

	Miss Diane Tipping

	Miss Danielle Trollope

	Miss Victoria Wigmore


SETTLING NEW CHILDREN INTO BROADHURST 
At Broadhurst, we settle the children into school gradually, introducing new activities every day. It is of paramount importance that a new child should feel comfortable, cared for and integrated into the life of the School at that child’s individual pace. 
Some children will adapt very easily and others we may ease in at a slower pace. We draw up a one/two-week timetable during which the parent/carer stays less time every day in the classroom, so that the child is extending their time without a familiar adult. 
It is our policy that, so far as it is possible, the sessions should run in the normal way, when a parent or carer is present. The parent or carer should be able to see the regular pattern of what happens during the session, how the staff cope with anything unexpected and, in particular, they should be able to see the level of care received by all children at Broadhurst.  
Children are usually ready to stay happily for three hours per day after two or three weeks, but it may take longer as it depends on the individual needs of the child.  
There has been extensive research into early separation and we much prefer to be cautious than to put any child under pressure.
DAILY ROUTINE 
Punctuality 
It is in the interests of every member of the School that children arrive on time, since lateness affects the education not simply of the child concerned, but also of the whole class. Children can also find it upsetting to arrive after the other children have settled into the session.
Delivery and collection of children 

The school is very aware of the importance of maintaining good relationships with neighbours and other road users. Unfortunately, there have been instances when parents delivering and collecting children have caused obstructions on Greencroft Gardens. To avoid this happening, we request parents to park considerately and responsibly, and be prepared, if necessary, to park and walk a little distance to the school.  The prompt and speedy collection of children at the end of the school day also helps to alleviate congestion, freeing up precious parking spaces. Please do not ever DOUBLE PARK on Greencroft Gardens. 
From February to the end of the Summer term, we operate a ‘Stop and Drop’ scheme for morning and full day children and all parents take part in a rota. Parents act as chaperones to bring children into school from the roadside avoiding the need for parents to park up. Using this service helps the traffic to flow and allows parents to continue their journeys to work more easily. 
Going Home Book 
If your child is being collected by anyone other than yourself or your carer, please write in the ‘Going Home Book’ hanging up outside the classroom letting us know with whom he/she is going. If you wish to collect your child early any day, please contact the School office letting us know at what time you will be collecting your child.  If no approved adult arrives at normal pick up time, the child will be supervised whilst enquiries are made and until they are collected. (Please refer to Missing Child and Non-Collection Policy).
When a child is collected from school during the school day whether due to illness or a prearranged appointment, they must always be collected from the child’s classroom. 

Supervision
The children are supervised at all times, whether in the classrooms, during break time, lunch time or in the garden where due regard to the Supervision Policy is made to ensure appropriate levels of supervision at all times. If a child were in the unlikely event to go missing, then we will follow the procedures as laid out in the Missing Child and Non-Collection Policy - see end of Handbook.
A copy is available on the School website and from the School Office.
Morning/Afternoon Snacks
Children should be encouraged to eat a healthy snack i.e. chopped fruit, raisins, rice crackers, vegetables etc. No sweets are allowed in school. Milk or water is provided, and the children are encouraged to drink water freely throughout the school day.  
Please give your child their snack in a paper/plastic bag or box clearly marked with your child’s name. Please make sure that this is readily consumable, e.g. fruit is cut into pieces and grapes are cut in half. Please do not give your child any nuts or nut related products, as we are a nut free zone. 
Lunch
Please clearly label your child’s lunch box. Plates, cups and cutlery will be provided at school - PLEASE DO NOT SEND IN ANY FROM HOME. Please do not send in biscuits, cake, crisps etc. for lunch or any cereal bars that may contain nuts. You may send in warm food in a thermos flask if you wish and anything that is not eaten at lunch will be sent home in the lunch box. 
HOME/SCHOOL LINKS 
Parent/Teacher Contact 
Parents' evenings are held in the autumn and spring terms when parents are invited to make appointments with the staff. The Headmistress and class teachers are always happy to discuss any aspect of a child's education and listen to queries or concerns. These need not wait until parents' evenings; an appointment should be made with the appropriate class teacher or via the School office for an appointment with the Headmistress. 
Newsletter 
A newsletter is emailed to parents every week. We try to communicate with parents predominantly by email. Please notify us of any change of details in this regard.  
How can I help my child? 
As a parent, you have a very important role to play in helping your child learn. Some parents are afraid of doing the wrong thing. (If you are unsure about how to help, you can always ask your child's teacher).
The most important things you can do are: 
· take an interest in what your child is learning at school and encourage them to tell you about it. ‘This week we shall be’ is displayed outside classrooms and will be sent home by email on a weekly basis to give parents an overview of the activities for the week ahead
· praise them when they have done well
· give them a quiet space to do any reading or related activities
· offer them support and guidance when necessary
In the classroom, we always refer to the letters of the alphabet by their pure phonetic sounds.  We hold a workshop for parents in September to explain how we teach phonics and reading at Broadhurst. We use small (lower case) letters in the children’s work and only use capitals for the initial letters of names, days, months, etc.   
In the first year, a selection of the children’s work/art will be sent home every half term. In the second year, the children’s work is collated in school and shared with parents at regular intervals.  A portfolio of the children’s work and photographs is collated over the course of the academic year and presented to parents in July. 
Parental involvement  
We like to encourage parents to feel part of the school. One way of becoming involved is to offer any expertise relating to appropriate topics your child’s class is covering. Some examples of parental involvement include accompanying school trips, reading favourite stories to the children, talking to the class about a religious festival such as Diwali or Hanukkah and sharing something about their profession e.g. being a dentist and how to look after teeth.
Parent/Class Reps  

Each class has a parent representative who has volunteered to take on the role, for the academic year.  Your rep will organise social events and will work with the school in regard to charity fundraising and creating a strong parent community.  
How school and home can work together  
· label all clothes and items belonging to your child
· ensure that borrowed items of clothing are returned promptly and washed
· inform the school in writing if your child will be away on holiday during term time 
· if you wish the school to administer medication, follow the school procedure detailed in the ‘Medical Matters’ section
· inform the school of any significant change in circumstances at home. Cases of bereavement or separation, for example, can lead to a child behaving uncharacteristically at school. If staff are aware of the reasons, they can work with parents to help the child come through a difficult patch and not wrongly attribute uncharacteristic behaviour
· communication is a two-way process and the school endeavours to keep parents fully informed.  Therefore, prompt responses to school communications are welcomed.
Email communication  

Urgent messages may be sent to parents by email via the School’s ISAMS database
Parents will also receive email communication from the school, including the weekly newsletter.  It is therefore important that any contact number/email address changes are communicated to the school office.

HINTS ON HANDWRITING 
Pencil grip 
It is important to encourage children to hold their pencils correctly.  The thumb and first finger should grip the pencil, which then rests on the second finger.  Righthanded children should hold the pencil 1 to 2 centimetres from the point.  Lefthanded children should hold the pencil at least 2 centimetres from the point so that they can see what they have written.  The non-writing hand should be placed on the paper, so that the paper is held steady as the child writes. 
Letter formation  
Please remember that at school we refer to all letters of the alphabet by their phonic sounds and not their letter names initially.  We also teach children the lower-case letters first and then move on to capitals.  All letters should begin at the TOP except ‘e’ and ‘d’ which begin in the middle.  The pencil should not come off the paper (except in ‘f’, ‘k’, ‘t’ and ‘x’) as this makes it easier for joined up writing later on.  Many children reverse ‘d’ and ‘b’ and to help with these letters we teach them that ‘d’ begins like ‘c’ and ‘b’ begins like ‘h’.  The letters ‘a’, ‘c’, ‘d’, ‘g’, ‘o’ and ‘q’ should all be written in an anticlockwise direction. 
Number formation 
All numbers start from the TOP and number 5 starts with the vertical line.  Number 8 starts like a capital S and number 9 starts with a ‘c’ movement. 
Paper position 
The paper should generally be on the same side of the body as the handwriting hand and should be tilted slightly so that the righthanded child will write AWAY from the body and the left handed child will write TOWARDS the body.  This is particularly important for lefthanded children as otherwise they develop a ‘hook’ in order to see what they have written. 
SCHOOL POLICIES
The school policies may be requested from the school office and a number of them can be viewed and downloaded from the school website.  
INSPECTION
When the school is inspected by the Independent Schools Inspectorate (ISI), parents will receive a full copy of the inspection report by the date specified by ISI.  The report will also be available on the school website.  Parents will also be invited to complete a parent questionnaire.
THE CURRICULUM - EARLY YEARS FOUNDATION STAGE
Key Person 

It is a statutory requirement that each child is assigned a ‘key person’. Their role is to ensure that every child’s care is tailored to meet their individual needs to help the child become familiar with their setting, offer a settled relationship for the child and build a relationship with their parents. At Broadhurst School, the child’s class teacher is the ‘key person’. 
The areas of learning and development  

There are seven areas of learning and development that must shape educational programmes in Early Years settings. All areas of learning and development are important and inter-connected. Three areas are particularly crucial for igniting children’s curiosity and enthusiasm for learning, and for building their capacity to learn, form relationships and thrive. These three areas, the prime areas, are:  
· communication and language  

· physical development  

· personal, social and emotional development 

Providers must also support children in four specific areas, through which the three prime areas are strengthened and applied. The specific areas are:  
· literacy  

· mathematics  
· understanding the world  
· expressive arts and design 
Educational programmes must involve activities and experiences for children, as follows: 
· communication and language development involves giving children opportunities to experience a rich language environment; to develop their confidence and skills in expressing themselves; and to speak and listen in a range of situations 
· physical development involves providing opportunities for young children to be active and interactive; and to develop their co-ordination, control, and movement. Children must also be helped to understand the importance of physical activity, and to make healthy choices in relation to food
· personal, social and emotional development involves helping children to develop a positive sense of themselves, and others; to form positive relationships and develop respect for others; to develop social skills and learn how to manage their feelings; to understand appropriate behaviour in groups; and to have confidence in their own abilities
· literacy development involves encouraging children to link sounds and letters and to begin to read and write. Children must be given access to a wide range of reading materials (books, poems, and other written materials) to ignite their interest
· mathematics involves providing children with opportunities to develop and improve their skills in counting, understanding and using numbers, calculating simple addition and subtraction problems; and to describe shapes, spaces, and measures
· understanding the world involves guiding children to make sense of their physical world and their community through opportunities to explore, observe and find out about people, places, technology and the environment
· expressive arts and design involves enabling children to explore and play with a wide range of media and materials, as well as providing opportunities and encouragement for sharing their thoughts, ideas and feelings through a variety of activities in art, music, movement, dance, roleplay, and design and technology  
Further information on the Early Years Foundation Stage Curriculum can be found at

https://www.early-education.org.uk/development-matters
OUTDOOR LEARNING OPPORTUNITIES

Activities
Our assistants are responsible each week for putting out the main outdoor equipment.
Activities include:
· taking science to the garden, using magnifying glasses

· measuring rain fall

· dancing with ribbons, scarves, tinsel

· walking along balancing beams

· throwing and catching beanbags and balls
· role play with the zebra crossing

· building with giant construction sets
· playing hide and seek with seasonal pictures, numbers, shapes, letters etc.
· blowing bubbles

· gardening including planting and watering seeds
· looking for spider webs and insect habitation 

· playing games with a large parachute

· painting with brushes and water

· playing with balls and bats

· playing ball and team games

· mark making with foam rollers and water or chalk
ASSESSMENT AND REPORTS 
Assessment is a continuous process throughout which the school and staff maintain their own class and child records in line with the Early Years Foundation Stage Profile.  
Parents' evenings are held twice a year. The Headmistress, in conjunction with the child’s class teacher, will write confidential reports for receiving preparatory schools at their request. 
Written reports are sent home to parents, at the end of the autumn and summer terms.
LEARNING SUPPORT
At Broadhurst, we believe in providing every possible opportunity to develop the full potential of all children. We are committed to ensuring that each child in our care has access to the full range of opportunities offered by the Early Years Foundation Stage Curriculum. A child who experiences difficulty with an area of learning, will be supported by their class teacher in conjunction with the Learning Support Coordinator (LSC).
The school has a policy in place for positive action to support children with areas of difficulty and to assist progress. We offer a three -stage assessment programme to monitor and review any child who experiences difficulties: 
1. The class teacher registers a concern about a child's progress and offers extra support within the usual curriculum arrangements, reviewing progress on a regular basis and discussing the situation informally with the LSC.
2. In consultation with the parents, the class teacher seeks advice from the school's LSC and, if necessary, formulates relevant interventions for the child. This ensures an approach in class to fully support the child. Parents will be informed and involved in any support offered for their child.  In consultation with parents, it may be agreed for a full assessment of the child to be undertaken by an educational psychologist or other professional.  The school will be happy to recommend the appropriate course of action and will continue to support the child with a plan based on the recommendations and advice. 
A copy of the school’s Special Educational Needs and Disability policy can be obtained from the School Office.
WEATHER ADVICE 
If, due to bad weather, the state of the roads gives cause for concern please feel free to collect your child early.  Should it be necessary to close the school during the day, we will endeavour to notify parents by telephone and/or email and, if we cannot open, we shall inform parents as soon as possible.
During summer months and periods of prolonged hot weather, we encourage all children to wear named sun hats and to use a day-long protective sunscreen, which parents are asked to apply before coming to school. Children are also encouraged to drink more fluids during the school day.  
SCHOOL TRIPS 
The school believes educational visits are an important part of the learning process for children. For this reason, all full day classes have the opportunity to participate in a variety of organised school activities outside the classroom. 
When any such outing is arranged, it is essential that the slip, giving permission for a child to participate, is signed by a parent or legal guardian and returned to school. Without signed consent, school staff are unable to take children off the school premises, as this would make our insurance arrangements invalid.  
Broadhurst contracts reputable coach companies with seat belts fitted to every seat, with staff ensuring that these are used and correctly adjusted before each departure. The school also adheres to DfE guidelines on staff/child ratios for educational visits, with staff being trained in risk assessment awareness and the necessity to complete appropriate paperwork.  
FINANCE 
The School Fees are set by the school’s financial advisers, in consultation with the Proprietor preceding each academic year.  Invoices are sent out at the end of each term for the following term and all fees are payable by the first day of the new term.  The School accepts Edenred, Busy Bees, Care 4 and Sodexho vouchers and are happy to register any other Child Care Voucher companies, which are issued by some employers. 
If you wish to withdraw your child from the School, you are required to give a term’s notice in writing.  Where notice is not given, the appropriate sum in lieu of notice will become due and owing to the School as a debt on the first day of the term which would have been the final term of provision if a term’s notice had been given. Deposits taken on acceptance to secure a child’s place within the school are non-refundable should a place not be taken up.  
All School Fees shall be paid in advance.

No reduction of fees can be made for absence because of illness or other causes.

SAFETY AND MEDICAL MATTERS 
Fire procedures 
The school has comprehensive fire safety equipment and procedures in place, including a fire alarm system with call points, fire doors, emergency lights and appropriate fire extinguishers throughout the building. A delegated fire company regularly tests the system. Fire evacuation procedures are carried out at least once a term. Upon a fire alarm, there is a predetermined route from each teaching area to the assembly point on Greencroft Gardens.
All staff are aware of the fire emergency evacuation procedures and regular fire risk assessments and safety audits are carried out.

Safety  
ROSPA advises that play opportunities should include elements of risk and adventure to assist motor development and the development of risk assessment in children. Staff aim to differentiate between risk and hazard. 
The school has taken and acted upon professional advice regarding the safety of the children and the security of the premises in relation to unwelcome intruders. Staff are mindful of the importance of the safety of the children in relation to the use of equipment and the nature of the premises. Staff aim to give clear instructions on the use of equipment and facilities and to ensure that supervision is always satisfactory. 
Accidents that occur during school hours are recorded in an accident book, which is analysed periodically to detect patterns and identify hazards. If a child has an accident, parents are always informed. 
Medical Matters  
The welfare of our children is of prime concern at all times.  However, from time to time bumps, bruises and falls will occur. Minor incidents will be dealt with by one of our Paediatric First Aiders 
School is not an appropriate place for a child who is ill. Should a child become unwell at school, and then parents will be contacted and asked to collect their child. Children, who are unwell, find the busy environment of school overwhelming and should be kept at home until fully recovered.  After vomiting or diarrhoea, children are required to wait 48 hours once symptoms/condition has ceased, before returning to school.
All children are entitled to free vision and hearing checks on the NHS and it is important that these are done on a regular basis. Staff will, of course, inform parents of any concerns they may have in this area.  
As part of the Broadhurst admissions procedure, parents are asked to complete a medical form giving details of known allergies and medical conditions. Staff have a duty of care to all children and will, if appropriate, act in loco parentis and always within a child’s best interest in the event of injury or illness. The majority of school staff are qualified Paediatric First Aiders and have attended appropriate paediatric training courses. Although school staff have a right to decline to administer medication, on receipt of parental permission a designated member of staff will do so on a parent’s behalf on the understanding that neither she nor the school accept responsibility for any error or omission. Please keep the school up to date on details of medication and allergies, and also provide up to date telephone numbers and an emergency daytime contact number. Medication must be handed in to the class teacher at the start of the school day together with consent and written instructions on dosage. Medication is refrigerated, stored centrally and administered as necessary.  
Medical advice regarding childhood illnesses, allergies etc. can be found at the back of this handbook.  
Mobile Phones

All visitors and staff are made aware that personal mobile devices, such as mobile phones and tablets, must not be used on the School site in the presence of children.

Visitor and Site Security
Broadhurst School offers visitors a warm, friendly and professional welcome whatever the purpose of their visit.  However, the School has a legal duty of care for the health, safety, security and wellbeing of all children and teaching and non-teaching staff. This duty of care incorporates the duty to “safeguard” all children from subjection to any form of harm, abuse or nuisance. It is the responsibility of the School to ensure it provides a safe and secure environment for all our children, staff and visitors by following our Safeguarding and Staff Code of Conduct and Behaviour procedures. It is important that parents/carers are aware of the School’s fire evacuation procedures. 

INTIMATE CARE POLICY

Broadhurst School ensures that all children are treated with respect when intimate care is given, whatever their age, gender, disability, religion or ethnicity. The child’s welfare and dignity is of paramount importance. No child should be attended to in any way that causes distress or pain. Staff will work in close partnership with parents/carers to share information and provide continuity of care.

Intimate care can be defined as any care which involves washing, touching or carrying out a procedure to intimate areas which most people usually carry out themselves. However, some children are unable to do this because of their age, physical difficulties or other special needs. 

The staff will let you know when your child has had any intimate care or nappy changing.

SAFEGUARDING STATEMENT
“Whilst local authorities play a lead role, safeguarding children and protecting them from harm is everyone’s    responsibility. Everyone who comes into contact with children and families has a role to play.” Working Together to Safeguard Children (HM Government 2015).
Broadhurst School has a duty of care to safeguard and promote the welfare of children, who are their pupils, and prevent radicalization and extremism.  This responsibility necessitates a Safeguarding and Child Protection Policy and Procedures. To ensure this, the school may need to share information and work in partnership with other agencies when there are concerns about a child’s welfare.
The school has a Safeguarding and Staff Behaviour and Code of Conduct Policy which can be downloaded from our website or requested from the School office. A copy is also provided at the end of this handbook. All members of staff have undertaken training in this area and the school operates safer recruitment procedures. It is incumbent on any member of staff who is seriously concerned about a child's welfare to ensure that the concern is reported immediately, and procedural guidelines are held on file, at school, to be followed in such an event.  
ONLINE SAFETY
Broadhurst School takes online safety very seriously and it forms part of the PSHEE and Understanding the World curriculum.

One of the key features of the school’s online safety strategy is teaching children to protect themselves and behave responsibly while on-line. There is an expectation that over time, children will take increasing responsibility for their own behaviour and internet use so that they can be given more freedom to explore systems and applications with a lessening amount of supervision from staff.

As part of the School’s Online Safety strategy all Reception aged children and parents will be expected to sign the Acceptable Use Policy for Children contract.
COMPLAINTS PROCEDURE 
Broadhurst School welcomes suggestions and comments from parents and takes seriously complaints and concerns that may arise. 
Parents can talk directly to a member of staff, write a letter or telephone.  Be as clear as possible about what is troubling you.  In the first instance, the matter should be discussed with the child’s class teacher or the person most closely concerned with the issue.  They may be able to sort things out quickly, with the minimum of fuss.  All members of staff work very hard to ensure that each child is happy at school.  Where you feel that a situation has not been resolved through contact with the class teacher, or that your concern is of a sufficiently serious nature, you should take the matter to a more senior member of staff, for example the Headmistress or the Deputy Head. 
If the complaint cannot be resolved on an informal basis then you should put your complaint in writing to the Headmistress.  
It is to be hoped that the majority of complaints can be resolved informally by communicating with the appropriate staff. However, the school does have a complaints procedure and information relating to this may be downloaded from the website or obtained from the school office.  
FAIR PROCESSING NOTICE FOR PARENTS 
For the purposes of the Data Protection Act 1998 (“the DPA”), Broadhurst School (“the School”) is the “data controller” of personal data about children and their parents and/or guardians (“your personal data”). 
Personal data processed by the School 
Personal data processed by the School includes contact details, Early Years Foundation Stage assessments, attendance information, individual educational needs and images of children engaging in School activities (and in relation to parents and/or guardians, may include financial information).  The School may also process sensitive personal data such as ethnic group, religious beliefs and relevant medical information.  Your personal data will usually be collected directly from you, but some may be passed to the School by third parties. 
Purposes for which your data may be processed 
Your personal data (including sensitive personal data, where appropriate) is processed by the School strictly in accordance with the Data Protection Act in order to: 
· support its children’ teaching and learning
· monitor and report on their progress
· provide appropriate pastoral care
· assess how well the School as a whole is doing
· where appropriate, promote the School to prospective children (including through the School’s prospectus and website)
· other reasonable purposes relating to the operation of the School
Your right to access your personal data 
Children and their parents and/or guardians, as data subjects, have certain rights under the Data Protection Act, including the general right to be given access to personal data held about them by any data controller.  The presumption is that by the age of 12 a child has sufficient maturity to understand his/her rights and to make an access request themselves if he/she wishes.  A parent would normally be expected to make a request on a child’s behalf if the child is younger.  If you wish to access your personal data, or that of your child or a child for whom you have parental responsibility, then please contact the School in writing. 
Third parties with whom the School may need to share your personal data 
From time to time the School may pass your personal data (including sensitive personal data where appropriate) to third parties, including local authorities, other public authorities, ISI, health professionals and the School’s professional advisers, who will process the data: 
· to enable the relevant authorities to monitor the School’s performance
· to compile statistical information (normally used on an anonymous basis) 
· to secure funding for the School (and where relevant, on behalf of individual children)
· to safeguard children’ welfare and provide appropriate pastoral (and where relevant, medical and dental) care for children
· where specifically requested by children and/or their parents or guardians
· where necessary in connection with learning and extra-curricular activities undertaken by children
· to enable children to take part in national and other assessments and to monitor children’ progress and educational needs
· to obtain appropriate professional advice and insurance for the School
· where a reference or other information about a child or ex-child is requested by another educational establishment
· where otherwise required by law 
· otherwise where reasonably necessary for the operation of the School
All these are data controllers in respect of the personal data they receive and must themselves comply with the Data Protection Act 1998.  Further details of anticipated potential third party recipients are available from the School on request. 
Further questions 
If you have any queries about this notice or how personal data is processed by the School, please contact Mrs Sylvester, Headmistress. 
Useful Medical Guidance for Childhood Illnesses
PLEASE FIND BELOW USEFUL ADVICE TO MINIMISE THE RISK OF TRANSMISSION OF INFECTION TO OTHER CHILDREN AND STAFF 

Please note that this is for your general guidance only. Medical advice often changes so please contact your GP for the most up to date information about individual cases.
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