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The Equality Scheme for Burghfield St Mary’s Primary School is contained in the separate Equality 
Policy.   
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MANAGEMENT OF POLICY 
 

 Governing Body: The Governing Body reviews this policy on an annual basis. 
 

 Approval: Approved by the Governing Body on 3rd December 2018 
 

 Next review due: December 2019. 
 
 

 
 
 
Headteacher 
Signed…………………………………….  Date…………………………… 
 
 
Chair of Full Governing Body 
Signed…………………………………….  Date…………………………… 

 
 

SCHOOL GOVERNANCE REGULATIONS 
 
Copies of all relevant School Governance Regulations are available in the School Office. 
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INSTRUMENT OF GOVERNMENT 
(made in accordance with s20 Education Act 2002 as amended) 

 
1. The name of the school is Burghfield St Mary’s Church of England (Voluntary Controlled) Primary 

School. 
 
2. The school is a voluntary controlled school. 
 
3. The name of the governing body is ‘The governing body of Burghfield St Mary’s Church of England 

(Voluntary Controlled) Primary School’. 
 
4. The governing body shall consist of: 

 
(A) Three parent governors 
(B) 1 Local Authority governor 
(C) 1 staff governor 
(D) 1 head teacher 
(E) 2 foundation governors 
(F) 5 co-opted governors 

 
5. Total number of governors shall be 13. 
 
6. Foundation governors shall be appointed by the Oxford Diocesan Board of Education. 
 
7. The school was founded in 1836 and has a trust deed dated 1843. 
 
8. The ethos of the school: 

Recognising its historic foundation, the school will preserve and develop its religious character in 
accordance with the principles of the Church of England and in partnership with the Church at parish and 
diocesan level.   

 
The school aims to serve its community by providing an education of the highest quality within the 
context of Christian belief and practice.  It encourages an understanding of the meaning and significance 
of faith and promotes Christian values through the experience it offers to all its pupils. 

 
9. This instrument of government comes into effect on 13 July 2015. 
 
10. This instrument was made by order of West Berkshire District Council on 28 April 2015. 
 
11. A copy of the instrument must be supplied to every member of the governing body (and the head teacher 

if not a governor) any trustees and the Oxford Diocesan Board of Education.   
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SCHOOL AIMS 
 
Burghfield St Mary’s C of E Primary School strives to achieve the best for its school community. At the most 
recent OFSTED inspection ( November 2012) the school was assessed as good and our overriding aim is to 
achieve a grading of outstanding.  
 
We believe children are entitled to a broad, balanced and thought-provoking curriculum within an attractive, safe 
and stimulating environment. 
 
We believe that all children should be supported and encouraged to achieve optimum success in all aspects of 
their school life. 
   
We value staff development and the role all staff have in helping children to achieve their goals.   

 
We will maximise the schools potential through a series of school development plans (SDP). Thanks go to 
children, parents, staff and governors who have helped us to understand what we do well and where we need to 
improve.   
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MISSION STATEMENT 
 

At Burghfield St Mary’s we create a caring Christian learning environment that inspires each individual in the 
school community to fulfil their unique potential and become a responsible, concerned and active member of 
God’s world. 
 
Our school aims are to: 
 

 Provide a religious education encompassing the Christian foundation of the school and understanding, 
recognising and celebrating other faiths; 

 Enable every child to learn to understand their responsibilities and rights within the wider community and 
become a responsible world citizen; 

 Provide an education that gives equal value to the academic, creative, physical and spiritual wellbeing of 
every person within the school community; 

 Enable each pupil to develop spiritual awareness and aesthetic appreciation of, and respect for, the 
environment; 

 Provide a safe, supportive and stimulating environment that enables every child to reach their full 
potential. 
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GOVERNING BODY STANDING ORDERS 

 
Note: These standing orders are based on two statutory Instruments: The School Governance (Roles, 
Procedures and Allowances) (England) Regulations 2013 SI1624(2013) and The School Governance 
(Constitution) (England) Regulations 2012 SI1034(2012), and on statutory guidance issued in August 2017. 
 
1. MEMBERSHIP 

 
1.1 The Governing Body shall consist of 13 members as outlined in the instrument of Governance. A key 
consideration in the appointment and selection of Governors will be the skills and experience needed to make 
the body effective. Information about Governors is published on the school website. 
 
1.2 Each governor shall be appointed for a period of four years. Those who have completed a term of office will 
be entitled2 to stand for re-election for further periods.   
 
1.3 The Governing Body may choose to appoint associate members of the governing body and can agree what 
voting and attendance rights such members are granted. 
 
1.4 The Governing Body may also agree to allow other persons to attend their meetings.  
 
1.5 A register of Governors Business interests shall be completed each year. 
 
1.6 Suspension of a Governor: The Governing Body may by resolution suspend a governor from some or all 
meetings for a period of up to six months if they are an employee of the school subject to disciplinary procedure; 
the subject of legal proceedings which may lead to disqualification; are thought to have acted in such a way that 
is inconsistent with the school ethos; or have breached the duty of confidentiality, providing notice is given of the 
proposed suspension with reasons and the governor in question has the opportunity to respond. 
 
1.7. Removal of Governors. Foundation & Local Authority Governors may be removed from office by the body 
who appointed them. The Governing Body may remove co-opted and appointed parent Governors. The 
Governing Body may also remove elected parent or staff Governors. The Governing Body will only use its power 
of removal in exceptional and serious circumstances, such as serious misconduct, repeated and serious 
incompetence, conduct undermining fundamental values, or actions detrimental to the effective operation of the 
body. 
 
2. CHAIR AND VICE CHAIR 

 
2.1 At the first meeting of each academic year the Governing Body shall elect a Chair and Vice-Chair. Those 
appointed will serve for up to one year, and may seek re-election. If the incumbents’ term of office as a Governor 
ends during the year, then they cannot continue as Chair or Vice-Chair beyond the end of that term (unless re-
elected). 
 
2.2 Either position should not be held for more than three consecutive years. 
 
2.3 A governor who is paid to work at the school or is a pupil at the school is not eligible for the office of Chair or 
Vice-Chair. 
 
2.4 Nominations for the roles may be sought in advance of the meeting. Applicants may self-nominate but a 
seconder will always be required. Candidates who are absent at the time of the election can only be considered 
if they have indicated willingness to serve. 
 
2.5 If there is more than one nominee, voting will be by show of hands. In the event of a tie each candidate will 
be asked to give a brief address outlining the gifts they feel they can bring to the job and a second vote will be 
taken by secret ballot. In the event of a further tie the process will be repeated until a consensus is reached. 
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2.6 Nominees shall leave the room during the election. The clerk shall chair the meeting for the item to elect the 
Chair. The Chair, once elected, will take over the meeting, including the item to elect the Vice-Chair. The normal 
practice will be for the Chair to be replaced by the Vice-chair after three years, with the outgoing Chair assuming 
the vice chair role for one year in the interests of continuity. 
 
2.7 Powers of Chair in case of urgency. The Chair (or Vice-Chair if Chair absent) can exercise any function of 
the Governing Body when in their opinion delay would be detrimental to the school, a pupil or an employee. 
Delay means a period beyond the earliest date on which it would be practicable for the Governing Body or an 
appropriate committee to meet. 
 
2.8 Removal of Chair or Vice-Chair: The Governing body may remove either by resolution providing notice is 
given of the proposal, reasons are given, a response heard and the matter debated. 

 
3. MEETINGS 
 
3.1 The Full Governing Body will meet at least three times each academic year, but may decide to meet more 
frequently. Any three members may require the Clerk to convene a meeting but must give a summary of the 
business to be transacted. 
 
3.2 Agendas will be agreed between the Clerk, the Head and the Chair and be sent out with relevant papers at 
least seven days in advance.  
 
3.3 Any Governor wishing to add an item to the agenda should notify the Head or Chair of Governors fourteen 
days before the meeting. Urgent matters may be added on the date of the meeting at the discretion of the Chair. 
 
3.4 The quorum shall be at least half (50%) of the governors in post.  
 
3.5 All meetings will be recorded and minutes published detailing actions agreed and decisions taken. These will 
be made available to all members and will be subject to scrutiny and approval at the next meeting. Approved 
minutes will be signed by the Chair (or in their absence) the Vice Chair. 
 
4. EXPENSES 
 
4.1 Governors will only be entitled to claim expenses in exceptional circumstances as determined in advance by 
the Full Governing Body. Any allowance or reimbursement of costs incurred by the Chair of the Full Governing 
Body requires the approval of the Chair of the Finance Committee before payment. . Any allowance or 
reimbursement of costs incurred by any other governor requires the approval of the Chair of the Full Governing 
Body before payment. Payments of allowances or costs to any Governor shall be reported to the Governing 
Body on an annual basis. 
 
5. VOTING 
 
5.1 Only governors present at a meeting may vote. In the event of a tie the chair of the meeting has the casting 
vote.  
 
6. APPOINTMENT OF CLERK 
 
6.1 The governing body is required to appoint a clerk to the governing body. The clerk may not be a governor, 
an associate member of the governing body or the Headteacher of the school. In the absence of the Clerk from 
a meeting the Governing body may appoint any one of their number to act as clerk for that meeting. 
 
7. APPOINTMENT OF COMMITTEES 
 
7.1 In order to conduct its business effectively the Governing Body may from time to time establish committees, 
determining their membership, procedures and powers.   
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The governing body remain responsible for any decisions taken by committees and these decisions must be 
reported back to the full governing body at their next meeting. The establishment, terms of reference, 
constitution and membership of committees must be reviewed annually. The Chair of each committee must also 
be appointed annually. 
 
7.2 The Governing Body may from time to time establish working parties to discuss identified topics. A working 
party cannot make any decisions and can only bring recommendations to the full governing body (or a relevant 
committee if responsibility has been delegated to a committee) for approval. 
 
7.3 The following matters may not be delegated: alteration of school status, approval of budget, amendments to 
School discipline policy, admission arrangements and exclusion policy. 
 
7.4 Each Committee shall appoint a Chair from amongst its number, and someone responsible for minute taking. 
The latter may not be the Headteacher. Chairs shall be elected on an annual basis, and may be considered for 
re-election. 
 
7.5 A minimum of three members will be required to make meetings quorate. Governors who are not members 
of the Committee may attend its meetings but have no voting rights. 
 
7.6 Agendas will be circulated at least seven days in advance. Committee papers will be available on request to 
all governors (not just those on the committee in question). 
 
7.7 Minutes from each committee signed as a correct record by the Chair will be passed to the next meeting of 
the Governing Body for information and where necessary approval. Committee papers should be made available 
to all members and to other Governors who are not members on request. 
 
7.8 The Sub Committees presently approved, their membership, terms of reference and delegated powers are 
shown in section 8 below. 
 

8. TERMS OF REFERENCE OF SUB-COMMITTEES 
 
8.1 FINANCE: This document defines the activities of this committee, its method of working and its delegated 
powers. 
 

8.1.2 Purpose: The principal role of the committee is, in liaison with the Headteacher, to consider, review and 
advise upon any matter within its remit and to report accordingly to the Governing Body, with recommendations 
for decision or action as appropriate. The Governing Body has delegated certain powers to act to this committee 
(8.1.7 below).   

8.1.3 Membership: The Committee shall consist of five Governors appointed by the Governing Body (not 
including the Headteacher); plus the Headteacher, with the School Business Manager in attendance. The 
committee is appointed by the Governing Body taking account of the interests and expertise of Governors, to 
ensure it has competence to conduct its business. The Governing Body will keep a watching brief on its 
composition and respond by instigating change to cater for the effect of changes in governing body membership. 
The committee will regularly review the competence and experience of its members and instigate any training 
and development which is considered beneficial for its members, in liaison with the Chair of Governors. 

8.1.4 The Chair and Vice-Chair of the committee, who shall not be employees of the school, shall be elected 
from amongst the voting members of the committee at the committee meeting following the first meeting of the 
Governing Body in the academic year. 

8.1.5 Meetings The Committee will meet at least once a term and as required. At least one week’s notice will be 
given to members, by the circulation of an agenda and related papers. Only Governors may vote at meetings. 

8.1.6 The quorum shall be 3 governors, one of whom must be the Chair or Vice-Chair, plus the Headteacher (or 
representative). If the committee meeting is inquorate the members present may sit as a working party of the 
Governing Body if they wish. A working party may only discuss matters and has no power to make a binding 
decision. 
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8.1.7 Responsibilities: The Governing Body assigns the responsibility for agreeing, reviewing and updating on 
regular basis policies in respect of Charging and Remissions, Lettings and School fund. The Governing Body 
assigns responsibility for agreeing, reviewing and recommending re-approval or updating to the Governing Body 
in respect of the Financial Management policy.  

8.1.8 Principal areas of activity:  

8.1.8.1 In line with a set annual timetable to conform with the requirements of the Local Authority and other 
government bodies, to review and agree the annual budgets for all sources of school income and all school 
expenditure relating to all activities undertaken by the school, for recommendation to the Governing Body for 
approval. When reviewing the budget the Committee shall consider the aims and objectives of the school and 
School Development Plan and ensure that the budget supports and reflect these as far as possible. 

8.1.8.2 To receive and review reports from the Headteacher and/or School Business Manager on income, 
expenditure and commitments outstanding for all the school’s activities during the financial year and to agree 
any expenditure or virement beyond the powers delegated to the Headteacher, as determined by the Financial 
Management Policy. 

8.1.8.3 To undertake short and long term financial planning, liaising and communicating with other governors 
committees as necessary. 

8.1.8.4 To support initiatives which increase income, including from the Local Authority. 

8.1.8.5 To establish and review the principles and objectives of the approach to cases of hardship and ensure 
they are accurately reflected in the relevant policies.  

8.1.8.6 To review any material contracts for services drawn up by the school prior to their agreement by the 
Governing Body, noting any possible conflict of interest. To seek external professional advice regarding these as 
deemed necessary.  

8.1.8.7 To support and advise the Headteacher, School Business Manager and Governing Body on all financial 
matters relating to the school. 
8.1.8.8 To gain maximum benefit from the Local Authority’s scheme of financial delegation. 
8.1.8.9 To monitor and review the performance of the school in relation to financial management standards and 
to ensure that the school is in compliance, including the drawing up of WBC Internal Audit report action plans, 
overseeing the preparation for School Financial Value Standard (SFVS) assessments and leading in dealing 
with any outcomes of such audits and assessments, ensuring that recommendations are acted upon 

8.1.8.10 To monitor and ensure the school’s compliance in relation to relevant policies, rules and procedures as 
published from time to time by the Local Authority 

8.1.8.11 To evaluate the school’s practice and procedures through a recognised risk assessment process and to 
prepare on a timely basis as required annual Statements of Internal Control (SIC) for approval by the governing 
body before publication. 

8.1.8.12 To monitor and review the processes by which the school achieves best value in its use of funding, 
including overseeing the decisions whether to ‘buy-back ‘ into Local Authority service provisions or to choose 
alternative providers and regularly benchmarking the school’s income and expenditure, establishing action plans 
based on the results to improve the schools effectiveness in fund usage. To prepare on a timely basis as 
required an annual Best Value statement for approval by the governing body before publication. 

8.1.8.13 To receive and review an inventory report on an annual basis, to be signed off once approved by the 
chair of the Committee. 

8.1.8.14 To monitor and review the management of private school funds, and to appoint a suitably competent 
and independent auditor and receive the audited accounts of the School Fund. 

8.1.9 Reporting. Draft minutes will be sent to the Chair of the Committee for review as soon as possible and no 
later than one month after each meeting, and will also be distributed to the Chair of the Governing Body and to 
the Headteacher. Draft or approved minutes of the committee, together with any appropriate summary 
documentation, will be made available to the following meeting of the full Governing Body and a report of the 
committee’s business given to the Governing Body at that meeting. Committee minutes will be amended if 
necessary, and once approved signed and dated by the Chair of the Committee at the next committee meeting. 
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8.2 SITES AND BUILDINGS: This document defines the activities of this committee, its method of working and 
its delegated powers. 
 
8.2.2 Purpose: The principal role of the committee is to advise the Headteacher on general matters relating to 
the school site and buildings and , to consider, review and advise upon any matter within its remit and to report 
accordingly to the Governing Body, with recommendations for decision or action as appropriate. The Governing 
Body delegates certain powers to act to this committee.  This delegation is stated in the relevant policies and 
procedures of the school, as amended from time to time. 

8.2.3 Membership: The Committee shall consist of five Governors appointed by the Governing Body (not 
including the Headteacher); plus the Headteacher. The committee is appointed by the Governing Body taking 
account of the interests and expertise of Governors, to ensure it has competence to conduct its business. The 
Governing Body will keep a watching brief on its composition and respond by instigating change to cater for the 
effect of changes in governing body membership. The committee will regularly review the competence and 
experience of its members and instigate any training and development which is considered beneficial for its 
members, in liaison with the Chair of Governors. 

8.2.4 The Chair and Vice-Chair of the committee, who shall not be employees of the school, shall be elected 
from amongst the voting members of the committee at the committee meeting following the first meeting of the 
Governing Body in the academic year. 

8.2.5 Meetings The Committee will meet once a term and as required. At least one week’s notice will be given 
to members, by the circulation of an agenda and related papers. Only Governors may vote at meetings. 

8.2.6 The quorum shall be 3 governors, one of whom must be the Chair or Vice-Chair, plus the Headteacher (or 
representative). If the committee meeting is inquorate the members present may sit as a working party of the 
Governing Body if they wish. A working party may only discuss matters and has no power to make a binding 
decision. 

8.2.7 Responsibilities: The Governing Body assigns the responsibility for monitoring and reviewing all aspects 
of maintenance, repair and improvement to school buildings, grounds and plant including monitoring aspects of 
expenditure (including capital grants) in these regards.  It requires the committee to report all requirements of 
improvements in relation to premises necessary for the smooth running of the school.  

8.2.8  Principal areas of activity: 
8.2.8.1 To ensure the school premises enable equal access to learning for all pupils and that there are no 
shortfalls in compliance with minimum standards, particularly relating to Health & Safety Regulations and 
matters of security. 
8.2.8.2 To ensure that the character of the school’s building is retained. 
8.2.8.3 To delegate day to day matters to and receive reports from the Headteacher, and make 
recommendations on the needs and requirements of the premises for inclusion in the School Development Plan. 
8.2.8.4 To participate in the appointment of external professionals and suppliers in accordance with procedures 
laid down by the LEA and the Governing Body, and to monitor all aspects of their work. 
8.2.8.5 Sub-committees or working parties may be convened from time to time, but minutes of such meetings 
will be circulated to all members of the Committee. 
8.2.9  Reporting. Draft minutes will be sent to the Chair of the Committee for review as soon as possible and no 
later than one month after each meeting. Draft or approved minutes of the committee, together with any 
appropriate summary documentation, will be made available to the following meeting of the full Governing Body 
and a report of the committee’s business given to the Governing Body at that meeting. Committee minutes will 
be amended if necessary, and once approved signed and dated by the Chair of the Committee at the next 
committee meeting. 
 
8.3 STAFFING: This document defines the activities of this committee, its method of working and its delegated 
powers. 
 
8.3.1 Purpose: The principal role of the committee is, in liaison with the Headteacher, to consider, review and 
advise upon pay, performance management and succession planning of staff and to report accordingly to the 
Governing Body, with recommendations for decision or action as appropriate. The Governing Body has 
delegated certain powers to this committee.   
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8.3.2 Membership: The Committee shall consist of five Governors appointed by the Governing Body (not 
including the Headteacher); plus the Headteacher, with the Clerk to the Governors in attendance. The 
committee is appointed by the Governing Body taking account of the interests and expertise of Governors, to 
ensure it has competence to conduct its business. The Governing Body will keep a watching brief on its 
composition and respond by instigating change to cater for the effect of changes in governing body membership. 
The committee will regularly review the competence and experience of its members and instigate any training 
and development which is considered beneficial for its members, in liaison with the Chair of Governors. 

8.3.3 The Chair and Vice-Chair of the committee, who shall not be employees of the school, shall be elected 
from amongst the voting members of the committee at the committee meeting following the first meeting of the 
Governing Body in the academic year.  

8.3.4 Meetings The Committee will meet at least once a term and as required. At least one week’s notice will be 
given to members, by the circulation of an agenda and related papers. Only Governors may vote at meetings. 

8.3.5 The quorum shall be 3 governors, one of whom must be the Chair or Vice-Chair, plus the Headteacher (or 
representative). If the committee meeting is inquorate the members present may sit as a working party of the 
Governing Body if they wish. A working party may only discuss matters and has no power to make a binding 
decision. 

8.3.6 Responsibilities: The Governing Body assigns the responsibility for agreeing, reviewing and updating on 
a regular basis the policies in respect of pay, performance management, staffing, succession planning and all 
general HR policies and procedures.  

8.3.7 Principal areas of activity:  

8.3.7.1 To review and agree the annual pay and performance management reviews for recommendation to the 
Governing Body for approval. When reviewing these, the Committee shall consider the aims and objectives of 
the school and School Development Plan and the financial position of the school. 

8.3.7.2 To receive and review reports from the Headteacher on pay reviews, performance management 
overviews and succession planning, staffing vacancies and potential training and development needs. 

8.3.7.3 To assist the Headteacher with any staff interviews. 

8.3.7.4 To set up an appeal panel for any appeal against a staffing policy or procedure.  

8.3.7.5 To support and advise the Headteacher, and Governing Body on all staffing matters relating to the 
school. 
8.3.7.6 To monitor and review the performance of the school in relation to the pay and performance 
management policies and to ensure that the school is in compliance with all HR policies and procedures. 

8.3.8 Reporting. Draft minutes will be sent to the Chair of the Committee for review as soon as possible and no 
later than one month after each meeting, and will also be distributed to the Chair of the Governing Body and to 
the Headteacher. Draft or approved minutes of the committee, together with any appropriate summary 
documentation, will be made available to the following meeting of the full Governing Body and a report of the 
committee’s business given to the Governing Body at that meeting. Committee minutes will be amended if 
necessary, and once approved signed and dated by the Chair of the Committee at the next committee meeting. 
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CODE OF CONDUCT FOR WEST BERKS GOVERNORS 
 
1. This ‘Code of Conduct’ 
Provides you with clear boundaries in terms of what is and is not acceptable conduct. It aims to provide 
consistent guidelines, enabling all governors to work within an environment of trust and mutual respect. The role 
of the governor is a responsible one, with access to highly confidential information. Stakeholders are entitled to 
expect the highest standards of integrity from governors and to know that all decisions and actions taken are fair 
and impartial, respecting equality of opportunity for all. 
Breaches of the ‘Code of Conduct’ will be considered very seriously and may result in your removal from the 
governing body. 

 

2. General 

I have responsibility for determining, monitoring and keeping under review the broad policies, plans and 
procedures within which the school operates. 

I recognise that the Headteacher is responsible for the implementation of policy, day-to-day management of the 
school and the implementation of the curriculum. 

I accept that all governors have equal status, and although appointed by different groups our overriding concern 
will be the welfare of the school as a whole. 

I have no legal authority to act individually, except when the governing body has given me delegated authority to 
do so. 

I have a duty to act fairly and without prejudice, and in so far as I have responsibility for staff, I will fulfil all that is 
expected of a reasonable employer, in accordance with relevant employment legislation and LEA policies and 
procedures. 

I will encourage open governance and shall be seen to be doing so. 

I will consider carefully how the governing body’s decisions may affect other schools. 

I will declare my business interests annually as required. 

I will declare any personal conflict of interest, which may arise during meetings and accept the need to withdraw 
if deemed necessary. 

I will not pass any information, or make comment, to the press or other media unless expressly authorised to do 
so by the governing body. 

 

3. Commitment 

I acknowledge that accepting office as a governor involves the commitment of amounts of dedicated time and 
energy. 

I will involve myself actively in the work of the governing body and accept my fair share of responsibilities, 
including service on committees or working groups. 

I will attend meetings regularly, punctually and be well prepared. 

I acknowledge that failure to attend meetings for a period of six months without the consent of the governing 
body could lead to disqualification. 

I will get to know the school well and respond to opportunities to involve myself in school activities. 

I will seek and accept appropriate training through the attendance of courses and seminars.  
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4. Relationships 

I will strive to work as a team member. 

I will seek to develop effective working relationships with the head, staff and parents, the LEA and other relevant 
agencies and the community. 

I will treat all stakeholders with courtesy and respect, using neither aggressive nor offensive behaviour. 

I will not use my position to gain advantage in other relationships with the school or community (e.g. as a 
teacher, employee, parent or councillor). 

I will ensure that my other relationships with the school (i.e. parent, employee) are conducted in a proper and 
ethical manner, and that my standing as a governor is not compromised or open to misinterpretation. 

 

5. Confidentiality 

I will observe complete confidentiality regarding all matters. 

I will exercise the highest degree of caution when involved in sensitive issues arising outside the Governing 
Body, which may have an impact on the work of the Governing Body or the operation of the school. 

 
6. Conduct 

I will encourage the open expression of views at meetings, but accept collective responsibility for all decisions 
made by the governing body or its delegated agents. 

I will only speak or act on behalf of the Governing Body when I have been specifically authorised to do so. 

In making or responding to criticism or complaints affecting the school I will follow the procedures established by 
the Governing Body. 

My visits to school will be undertaken within the framework established by the Governing Body and agreed with 
the Headteacher. 

In discharging my duty I will always be mindful of my responsibility to maintain and develop the ethos and 
reputation of the school. 

I will notify the clerk to the governors in advance if unable to attend a meeting. 

I undertake to act responsibly, in good faith and within my delegated authority at all times. 

 
 
 
 
For clarification on any part of this Code contact Governor Support (tel: 01635 51973). 
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COMPLAINTS POLICY AND PROCEDURE 
 
1. The school has a statutory duty to have a procedure in place to deal with complaints. Any person, including 
members of the general public, may make a complaint about any provision of facilities or services by the school 
unless separate statutory procedures apply. This policy statement sets out Burghfield St Mary’s approach to 
dealing with parental concerns and complaints. Further details of how we handle complaints are contained in our 
procedures document, at Appendix 1.  Both the policy and procedure are based on models supplied by West 
Berkshire and are published on the school website. They are reviewed regularly and updated as necessary. 

2. We define a ‘Concern’ as ‘an expression of worry or doubt over an issue considered to be important for which 
reassurances are sought’.  We define a ‘Complaint’ as ‘an expression of dissatisfaction however made, about 
the actions taken or lack thereof. 
 
3. The policy applies to complaints relating to the schooling of children, the standard of education and care 
provided, and the school’s operational arrangements. It is not appropriate for allegations of abuse; staff 
grievances; complaints about the actions of a governor or of another parent.   Any allegation of abuse will be 
dealt with as outlined in our Safeguarding and Child Protection Policies.  Staff grievances will be dealt with under 
the Grievance Procedure. Complaints about the actions of another parent should be reported to the 
Headteacher who will investigate whether the school can take any action. 

 
4. Burghfield St Mary’s values good home/school relations and will do everything we can to establish and 
maintain them. We will seek to resolve any concerns or complaints promptly, and to the satisfaction of all 
concerned. We treat all concerns and complaints seriously and courteously and advise parents and others of the 
school’s procedures for dealing with their concerns. We ask that complaints are made as soon as possible after 
an incident arises.  
 
5. Successful resolution of the complaint is the priority at each stage. Complainants will be encouraged to state 
what actions they feel might resolve the issue. If appropriate one or more of the following may be offered: an 
apology, an explanation, an admission that things could have been handled differently, an assurance of non-
recurrence, an explanation of steps taken to prevent recurrence, and an undertaking to review school policies in 
the light of the complaint. 

6. We expect parents and other complainants to behave respectfully towards all members of the school 
community. In particular, any disagreement with the school should not be expressed inappropriately or in front of 
pupils.  
 
7. The senior leadership of the school reviews the number and nature of complaints (when procedures are 
completed) in order to ensure that lessons learnt are acted upon. The Governing Body monitors the level and 
nature of complaints annually to verify the effectiveness of procedures, to evaluate performance and contribute 
to improvement by making any necessary changes.  

 
8. The policy has the following school based stages:-  

a) Informal,  

b) Formal Investigation and response  

c) Appeal.  

A further external appeal stage also exists if the complainant is not satisfied with the way in which the 
investigation has been managed.  
 
9. Staff and governors receive training in handling parental concerns and complaints as appropriate.  
 
10. The governing board is part of a reciprocal arrangement with other governing boards in the LA, which can be 
used if it is not possible to convene a complete panel with governors from our own board, in the event that an 
Appeals Panel is required.  
 
11. Whilst we will seek to resolve concerns and complaints to the satisfaction of all parties, it may not be 
possible to achieve this in every case.  
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12. We acknowledge that some complainants can be persistent in their repeated approaches to the school, and 
to manage these instances a separate Persistent Complainant policy exists at Appendix 2.  
 
13. If a complainant chooses to take formal legal action whilst the complaint is being investigated the legal action 
takes precedent over the complaint process, and this process is suspended. However, we would expect the 
complainant to have exhausted the school complaint process to before legal action is commenced.  
 
14. If a statutory procedure needs to be invoked at some point during the investigation of a more general 
complaint, the complaints procedure will be suspended until the statutory procedure has been concluded.  
 
 
 
 
 
 
Adopted by the Governing Body of Burghfield St Mary’s on 1st October 2018 
 
 
Placed on website on 2nd October 2018 
 
 
Date due for review 2nd October 2019 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  



Page 16 of 49 
 

Appendix 1 COMPLAINTS PROCEDURE 
 
1. Who can complain?  
This procedure applies to any person, including members of the general public, who may make a complaint 
about any provision of facilities or services that a school provides. It does not apply to those complaints that are 
covered by other statutory procedures. The procedure is designed to encourage the resolution of complaints by 
informal means wherever possible.  
 
2. Stages in the Procedure  
The procedure provides three school based stages with a further external Appeal Stage.  
 
(a) The Informal Stage aims to resolve the concern through informal means at the appropriate level in school. A 
complaint may be made in person, by telephone, or in writing (including e-mail). The complainant should explain 
their complaint and what they think might resolve the issue. Staff will make every effort to resolve issues on the 
spot. Formal procedures will only be invoked when initial attempts at resolution are unsuccessful and the 
complainant remains dissatisfied and wishes to take the matter further. 
 
(b) Formal Stage  at which written complaints are considered by either the Head teacher; the Chair of 
Governors(if the complaint is against the Head teacher); a designated governor with special responsibility for 
dealing with complaints; or an Independent Investigating Officer if appropriate.  
 
(c) Formal Appeal Stage is the last school based stage involves a Complaints Appeal Panel of governors. The 
Panel reviews how the investigation has been conducted.  
 
(d) An External Appeal is a further formal stage where the complainant can contact the Secretary of State if 
they remain dissatisfied with the way in which the investigation has been handled. Having exhausted the 
previous stages, complaints can be taken to the Secretary of State for Education but only on the grounds that 
the governing board is acting or proposing to act unreasonably or illegally.  
 
3. Time line for making a formal complaint  
It is expected that a complaint is made as soon as possible after the incident. However in keeping with guidance 
from the DfE, we consider three months to be a reasonable timeframe in which to lodge a complaint. In some 
circumstances a longer time frame may be considered, but this will be at the discretion of the school and 
governing board.  
 
4. Informal Stage – your initial contact with the school  
a. Many concerns will be dealt with informally when you make them known to us. In the first instance the 
complaint should be raised with a relevant staff member. If the complainant would have difficulty with a particular 
member of staff, or the complaint refers to a staff member, the complaint can be raised with another staff 
member or the Headteacher. Where the first approach is to a Governor the complainant will be referred to the 
appropriate person and advised of the procedure.  

b. Once your concern is made known to us, we will see you, or contact you by telephone or in writing, as soon 
as possible. If it is necessary, all members of staff know how to refer to the appropriate person with responsibility 
for your particular issues. He or she will make a clear note of the details and will check later to make sure that 
the matter has been followed up.  

c. Any actions or monitoring of the situation that has been agreed will be communicated clearly to you and if 
necessary we will contact appropriate people who may be able to assist us with our enquiries into your concern.  

d. We will normally update you on the progress of our enquiries within 10 school days. Once we have responded 
to your concern, you will have the opportunity to ask for the matter to be considered further.  

e. If you are still dissatisfied following this informal approach, your concern will become a formal complaint and 
we will deal with it at the next stage.  
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5. Formal Stage - Formal consideration of your complaint  
a. Where you are not happy with the informal approach to dealing with your concern, as outlined above you may 
move to a formal complaint. In order to manage the complaint effectively, it is requested that a formal complaint 
is put into writing. Normally, this should be addressed to the Head teacher. If, however, your complaint concerns 
the Head teacher personally, it should be sent to the Clerk to the Governors marked “for the attention of the 
Chair of Governors”. Proceedings will be conducted by an Investigating Office, either:.  

 The Head teacher – or member of staff the Head teacher has delegated this to.  

 The Chair of Governors if the complaint is against the Head teacher or a Governor  

 The Vice Chair of Governors, if the complaint is against the Chair of Governors.  

 Another Governor if delegated by the Chair of Governors  

 An Independent Investigating Officer, designated by either the Head teacher or Governing Board,( if 
appropriate to the circumstances)  

 An Independent Investigating Officer, if the complaint is against more than one governor.  
 
b. . We will acknowledge your complaint in writing within five school working days. and enclose a copy of the 
complaint policy and procedures with the acknowledgement.  
 
c. As part of our consideration of your complaint, we may invite you to a meeting to discuss the complaint and fill 
in any details required. This will help us to ensure that we fully understand your complaint and can investigate 
appropriately. If you wish, you can ask someone to accompany you to help you explain the reasons for your 
complaint. e. The Investigating Officer may be accompanied by an appropriate person if they wish.  
 
d Following the meeting, the Investigating Officer will, where necessary, talk to witnesses and take statements 
from others involved. If the complaint centres on a pupil, we will talk to the pupil concerned and, where 
appropriate, others present at the time of the incident in question.  We will normally talk to pupils with a parent or 
carer present, unless this would delay the investigation of a serious or urgent complaint, or where a pupil has 
specifically said that he or she would prefer the parent or carer not to be involved. In such circumstances, we will 
ensure that another member of staff, with whom the pupil feels comfortable, is present.  
 
e. If the complaint is against a member of staff, it will be dealt with under the school’s internal confidential 
procedures, as required by law.  
 
f. The Investigating Officer will keep written/typed, signed and dated records of all meetings and telephone 
conversations, and other related documentation.  
 
g. Normally we would expect to respond in full within 20 school days but if this is not possible we will write to 
explain the reason for the delay and let you know when we hope to be able to provide a full response.  
 
h. Once we have established all the relevant facts, we will send you a written response to your complaint. We 
may invite you to a meeting to discuss the outcome as part of our commitment to building and maintaining good 
relations with you. The letter will indicate if your complaint is upheld, partially upheld or not upheld as 
appropriate and give an explanation of the Investigating Officer’s findings and decision and the reasons for 
them. If follow-up action is needed, we will indicate what we are proposing to do.  
 
i If you are unhappy with the way in which we reached our conclusions, you may wish to proceed to Formal 
Appeal Stage – Consideration by a Governors’ Appeal Panel as described below.  

 
6. Formal Appeal Stage - Consideration by a Governors’ Appeal Panel 
a. This is a formal process, and the ultimate recourse at school level. If you intend to progress to the Formal 
Appeal Stage, you are required to notify this within 10 working days of the response received at Formal Stage 
One explaining why you are requesting a review and why you consider the response to be unsatisfactory.  
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b. The purpose of this appeal is to give you the chance to present your arguments in front of a panel of 
governors who have no prior knowledge of the details of the case and who can, therefore, consider it without 
prejudice. The purpose of a panel is not to rehear the complaint, but to.  

 review how the complaint has been investigated  

 determine whether this has been conducted fairly.  

 establish facts and make recommendations, which will reassure you that the complaint has been taken 
seriously.  

 
7. The Governors’ Appeal Panel operates according to the following formal procedures:  
a. The governing board will convene a panel of three governors and will aim to arrange for the panel meeting to 
take place within 20 (twenty) school days.  
 
b. You will be asked whether you wish to provide any further written documentation in support of your appeal. 
Any additional documentation should be submitted prior to the review panel meeting. This documentation should 
not introduce new material or a new complaint.  
 
c. Additional documentation must be received five 5 school days in advance of the date set for the Appeal 
Meeting, in order to allow the panel time to read the material.  
 
d. The Investigating Officer, will be asked to prepare a pack of the documentation related to the investigation 
and the outcome for the panel. The panel can request additional information from other sources if necessary. 
  
e. You will be informed, at least five 5 school days in advance, of the date, time and place of the meeting. We 
hope you will feel comfortable with the meeting-taking place in the school but we will do what we can to make 
alternative arrangements if you prefer. However, we cannot guarantee that this will be possible. With the letter, 
you will receive any relevant correspondence or reports regarding Formal Stage 1. The letter will explain what 
will happen at the panel meeting. It will state that you may be accompanied to the meeting. The choice of person 
to accompany you is your decision. It is usually best to involve someone you have confidence in, but who is not 
directly connected with the school. They are there to give you support but also to witness the proceedings and to 
speak on your behalf if you wish. It is not appropriate to bring a solicitor or other legal representative to this 
meeting.  
 
f. If it is necessary in the interests of the ratifying the investigative process, the Investigating Officer may, with 
the agreement of the Chair of the Appeal Panel, invite relevant witnesses directly involved in matters raised by 
you to attend the meeting. As a general rule, no evidence or witnesses previously undisclosed should be 
introduced into the meeting by any of the participants. If either party wishes to do so, the meeting will be 
adjourned so that the other party has a fair opportunity to consider and respond to the new evidence 
 
g. The Chair of the Appeal panel will bear in mind that the formal nature of the meeting can be intimidating and 
will do his or her best to put you at your ease.  The Chair of the Panel will ensure that the meeting is properly 
minuted. Any decision to share the Minutes with the complainant is a matter for the panel’s discretion. The 
complainant does not have an automatic right to see or receive a copy as the Minutes are the property of the 
governing board. Since such Minutes usually name individuals, they are understandably of a sensitive and, 
therefore, confidential nature.  
 
h. Normally, the written outcome of the panel meeting, which will be sent to you, should give you all the 
information you require. If, however, you feel that you would like to have a copy of the minutes it would be 
helpful if you could indicate this in advance. If the panel is happy for the minutes to be copied to you, the Clerk 
can then be asked maintain confidentiality in the minutes.  
 
i. During the meeting, you can expect there to be opportunities for:  

 The panel to hear you explain your case and your argument for why it should be heard at Stage 2;  

 The panel to hear the complaint investigator’s case in response;  

 You to raise questions via the Chair;  
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 You to be questioned by the complaint investigator through the Chair;  

 The panel members to be able to question you and the complaint investigator; and  

 You and the Head teacher/complaint investigator to make a final statement.  
 
j. In closing the meeting, the Chair will explain that the panel will now consider its decision and that written notice 
of the decision will be sent to you and the Head teacher within five school days. All participants other than the 
panel and the Clerk will then leave.  The panel will then consider the complaint and all the evidence presented in 
order to:  

 Reach a unanimous, or at least a majority, decision on the case;  

 Decide on the appropriate action to be taken, if necessary; and  

 Recommend, where appropriate, to the governing board changes to the school’s systems or procedures 
to ensure that similar problems do not happen again.  

 
k. The Clerk will send you and the Head teacher a letter outlining the decision of the panel. The letter will also 
explain that you are entitled to have the handling of the complaint reviewed by the Secretary of State for 
Education.  
 
l. We will keep a copy of all correspondence and notes on file in the school’s records but separate from pupils’ 
personal records.  
 
8. Closure of Complaints  
We will do all we can to help to resolve a complaint against the school but sometimes it is simply not possible to 
meet all of a complainant’s wishes. Sometimes it is simply a case of “agreeing to disagree”. If a complainant 
persists in making representations to the school – to the Head teacher, designated governor, Chair of Governors 
or anyone else – or to the LA, this can be extremely time-consuming and can detract from our responsibility to 
look after the interests of all the children in our care. If a complainant is persistent, the school leadership team 
and governing board are able to enact the Persistent Complainants Policy (Appendix 2 below) in order to 
manage the situation and issues, particularly when these are having an adverse effect upon the ability of staff to 
conduct their day to day roles.  
 
9. External Appeal 
Where you have been through the school’s internal complaints procedures (with recourse to a complaints review 
panel) and are still unhappy with the outcome or decision from the governing board, you can contact the 
Secretary of State for Education via the DfE website www.education.gov.uk, by telephoning 0370 000 2288 or 
by writing to the address below:  
The School Complaints Unit (SCU)    
Department for Education  
Piccadilly Gate    
Store Street  
MANCHESTER  M1 2WD  
 
 
Please enclose with your letter to the DfE a copy of the complaint outcome. This will save time in that the DfE 
will not need to ask for our view of what has happened. The Secretary of State has a duty to consider all 
complaints raised but who will only intervene where the Governing Body has acted unlawfully or unreasonably 
and where it is expedient or practical to do so.  
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Appendix 2 PERSISTENT COMPLAINANTS POLICY 
 
1. Burghfield St Marys is committed to dealing with all complaints fairly and impartially, and to providing a high 
quality service to those who complain. We will not normally limit the contact complainants have with the school. 
However, we do not expect our staff to tolerate unacceptable behaviour and will take action to protect staff from 
that behaviour, including that which is abusive, offensive or threatening.  
 
2. Burghfield St Marys defines Persistent Complainants as ‘those who, because of the frequency or nature of 
their contacts with the school, hinder our consideration of their or other people’s complaints’.  
 
3. Where complainants are abusive or threaten staff, a formal written record will be kept by all staff of all 
contacts made by the complainant, making careful record of any abusive behaviour or threats – preferably 
recording actual words used where possible. These will be kept on file as evidence of the complainant’s 
behaviour as this may be required for legal purposes at a later date.  
 
4. A complainant may be regarded as Persistent when the person making the complaint:-  

 Refuses to articulate their complaint or specify the grounds of a complaint or the outcomes sought by 
raising the complaint, despite offers of assistance;  

 Refuses to co-operate with the complaints investigation process while still wishing their complaint to be 
resolved;  

 Refuses to accept that certain issues are not within the scope of a the procedure;  

 Insists on the complaint being dealt with in ways which are incompatible with the adopted complaints 
procedure or with good practice;  

 Introduces trivial or irrelevant information which the complainant expects to be taken into account and 
commented on,  

 Raises large numbers of detailed but unimportant questions, and insists they are fully answered, often 
immediately and to their own timescales;  

 Makes unjustified complaints about staff who are trying to deal with the issues, and seeks to have them 
replaced;  

 Changes the basis of the complaint as the investigation proceeds;  

 Repeatedly makes the same complaint (despite previous investigations or responses concluding that the 
complaint is groundless or has been addressed);  

 Refuses to accept the findings of the investigation into that complaint where the school’s complaint 
procedure has been fully and properly implemented and completed including referral to the Department 
for Education;  

 Seeks an unrealistic outcome;  

 Makes excessive demands on school time by frequent, lengthy, complicated and stressful contact with 
staff regarding the complaint in person, in writing, by email and by telephone while the complaint is being 
dealt with.  

 
5. A complainant may also be considered persistent if the person making the complaint does so either face-to-
face, by telephone or in writing or electronically:-  

 Maliciously; or aggressively;  

 Knowing it to be false; or using falsified information;  

 Using threats, intimidation or violence; abusive, offensive or discriminatory language;  

 Publishing unacceptable information in a variety of media such as in social media websites and 
newspapers.  

 
6. Complainants should limit the numbers of communications with a school while a complaint is being 
progressed. It is not helpful if repeated correspondence is sent (either by letter, phone, email or text) as it could 
delay the outcome being reached.  
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7. Whenever possible, the Head teacher or Chair of Governors will discuss any concerns with the complainant 
informally before the ‘unreasonable’ marking is applied to the complaint.  
 
8. If the behaviour continues the Head teacher or Chair of Governors will write to the complainant explaining that 
their behaviour is Persistent and asking them to desist.  
 
9. For complainants who excessively contact the school causing a significant level of disruption, we may specify 
methods of communication and limit the number of contacts in a communication plan. This will usually be 
reviewed after 6 months.  
 
10 School will continue to provide parents with the information they are entitled to under The Education (Pupil 
Information) (England) Regs 2005 (S.1.1437) and subsequent amendments in the School information (England) 
Regs 2008 (S1.1471)  
 
11. In response to any serious incident of aggression or violence, the concerns and actions taken will be put in 
writing immediately and the police informed. This may include banning an individual from the school. 
  
12. Banning from the School Premises. Although fulfilling a public function, schools are private places. The 
public has no automatic right of entry. Schools will therefore act to ensure it remains a safe place for pupils, staff 
and other members of their community.  
 
13 If an individual’s behaviour is a cause for concern, a school can ask him/her to leave school premises. If the 
complainant presents himself/herself regularly at the school site and behaves inappropriately, the school will 
seek advice and guidance from the LA about managing this situation. In serious cases, the Head teacher or the 
local authority can notify them in writing that their implied license to be on school premises has been temporarily 
revoked subject to an appeal hearing. If this decision is taken, this will be put in writing and explain how the 
decision can be appealed. The individual will be given the opportunity to formally express their views on the 
decision to ban in writing.  
 
14. The decision will be reviewed and either confirmed or lifted. If the decision is confirmed the individual will be 
notified in writing, explaining how long the ban will be in place. Anyone wishing to complain about being banned 
can do so, by letter or email, to the Head teacher or Chair of Governors. However complaints about banning 
cannot be escalated to the Department for Education. Once the school procedure has been completed, the only 
remaining avenue of appeal is through the Courts; independent legal advice must therefore be sought.  
 
15. . All relevant staff likely to receive contacts will be notified of any actions they are required to take in the 
future – such as logging calls, not discussing the case, etc. Where appropriate the case may be included as va 
specific item for routine inclusion in meetings with involved staff. 
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Appendix 3 PERSISTENT COMPLAINANTS PROCEDURE 
 
1. The decision to apply the Persistent Complainants Procedure will not be taken by one individual in isolation, 
and guidance will be sought from the LA. The Investigating Officer will ensure that each complaint has been 
thoroughly assessed to ensure no items are overlooked and all issues raised have been previously addressed. 
The following process and criteria will be applied.  
 
2. The Governing Board has decided that where the Complaint has gone through the formal Complaint 
Procedure, the Appeal Panel will make the decision as they will be aware for the details around the case, -and- 
where the Complainant has made repeated contact with the school, but is not engaging with formal process the 
decision will be made by the Headteacher and two members of the governing board, one of whom should be a 
parent governor.  
 
3. The Persistent Complainants Procedure will only be applied where supporting evidence shows:_ 

 That the school has taken every reasonable step to address the complainant’s need 

 That the complainant has been given a clear statement of the school’s position and their options (if any). 

 That the complainant is contacting the school repeatedly, but making substantially the same points each 
time 

The case is strengthened if there is evidence to agree with one or more of the following statements: 

 The school has reason to believe the individual is contacting them with the intention of causing disruption 
or inconvenience. (Evidence could include statements for example, in writing, email, text or by telephone 
call) 

 The communications are often or always abusive or aggressive. This includes written and verbal 
communications 

 The complainant makes insulting personal comments about or threats toward staff. 
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GENERAL DATA PROTECTION REGULATIONS 
 
1. Statement of Intent 
1.1 Burghfield St Mary’s C of E Primary is required to keep and process certain information about its staff 

members and pupils in accordance with its legal obligations under the General Data Protection 
Regulation (GDPR).  

 
1.2 The school may, from time to time, be required to share personal information about its staff or pupils with 

other organisations, mainly the LA, other schools and educational bodies, and potentially children’s 
services.  

 
1.3 This policy is in place to ensure all staff and governors are aware of their responsibilities and outlines 

how the school complies with the following core principles of the GDPR.  
 
1.4 Organisational methods for keeping data secure are imperative, and Burghfield St Mary’s C of E Primary 

believes that it is good practice to keep clear practical policies, backed up by written procedures.  
 
1.5 This policy complies with the requirements set out in the GDPR, which will come into effect on 25 May 

2018. The government have confirmed that the UK’s decision to leave the EU will not affect the 
commencement of the GDPR. 

 
 
 
Signed by: 

 
 
 
 

  

Headteacher  Date:  16.7.2018 

 
 
Chair of governors  

 
 
Date:  16.7.2018 
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1. Legal framework 
 
1.1. This policy has due regard to legislation, including, but not limited to the following:  

 
• The General Data Protection Regulation (GDPR)  
• The Freedom of Information Act 2000  

• The Education (Pupil Information) (England) Regulations 2005 (as amended in 2016)  

• The Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004  

• The School Standards and Framework Act 1998  
 
1.2. This policy will also have regard to the following guidance:  

 
• Information Commissioner’s Office (2017) ‘Overview of the General Data Protection Regulation 
(GDPR)’  

• Information Commissioner’s Office (2017) ‘Preparing for the General Data Protection Regulation 
(GDPR) 12 steps to take now’  

 
2. Applicable data 

 
2.1.  For the purpose of this policy, personal data refers to information that relates to an identifiable, living 
individual, including information such as an online identifier, e.g. an IP address. The GDPR applies to both 
automated personal data and to manual filing systems, where personal data is accessible according to specific 
criteria, as well as to chronologically ordered data and pseudonymised data, e.g. key-coded.  
 
2.2. Sensitive personal data is referred to in the GDPR as ‘special categories of personal data’, which are 
broadly the same as those in the Data Protection Act (DPA) 1998. These specifically include the processing of 
genetic data, biometric data and data concerning health matters. 

 
3. Principles 
 
3.1.  In accordance with the requirements outlined in the GDPR, personal data will be:  
 

• Processed lawfully, fairly and in a transparent manner in relation to individuals.  

• Collected for specified, explicit and legitimate purposes and not further processed in a manner that is 
incompatible with those purposes; further processing for archiving purposes in the public interest, 
scientific or historical research purposes or statistical purposes shall not be considered to be 
incompatible with the initial purposes.  

• Adequate, relevant and limited to what is necessary in relation to the purposes for which they are 
processed.  

• Accurate and, where necessary, kept up-to-date; every reasonable step must be taken to ensure that 
personal data that are inaccurate, having regard to the purposes for which they are processed, are 
erased or rectified without delay.  

• Kept in a form which permits identification of data subjects for no longer than is necessary for the 
purposes for which the personal data are processed; personal data may be stored for longer periods, 
insofar as the personal data will be processed solely for archiving purposes in the public interest, 
scientific or historical research purposes or statistical purposes, subject to implementation of the 
appropriate technical and organisational measures required by the GDPR in order to safeguard the rights 
and freedoms of individuals.  

• Processed in a manner that ensures appropriate security of the personal data, including protection 
against unauthorised or unlawful processing and against accidental loss, destruction or damage, using 
appropriate technical or organisational measures.  
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3.2.  The GDPR also requires that “the controller shall be responsible for, and able to demonstrate, 
compliance with the principles”.  

 

4. Accountability 
 
4.1.  Burghfield St Mary’s C of E Primary will implement appropriate technical and organisational measures to 
demonstrate that data is processed in line with the principles set out in the GDPR. 
  
4.2.  The school will provide comprehensive, clear and transparent privacy policies.  
 
4.3      Records of activities relating to higher risk processing will be maintained, such as the processing of 
special categories data or that in relation to criminal convictions and offences.  
4.4. Internal records of processing activities will include the following: 
  

• Name and details of the organisation  

• Purpose(s) of the processing  

• Description of the categories of individuals and personal data  

• Retention schedules  

• Categories of recipients of personal data  

• Description of technical and organisational security measures  

• Details of transfers to third countries, including documentation of the transfer mechanism safeguards in 
place  

 
4.5. The school will implement measures that meet the principles of data protection by design and data 
protection by default, such as:  
 

• Data minimisation.  

• Pseudonymisation.  

• Transparency.  

• Allowing individuals to monitor processing.  

• Continuously creating and improving security features.  
 
4.6. Data protection impact assessments will be used, where appropriate. 

 
5. Data protection officer (DPO) 
  
5.1. A DPO will be appointed in order to:  
 

• Inform and advise the school and its employees about their obligations to comply with the GDPR and 
other data protection laws.  

• Monitor the school’s compliance with the GDPR and other laws, including managing internal data 
protection activities, advising on data protection impact assessments, conducting internal audits, and 
providing the required training to staff members.  

 
5.2. An existing employee can be appointed to the role of DPO provided that their duties are compatible with the 
duties of the DPO and do not lead to a conflict of interests. The role of DPO may also be contracted out to 
another organisation, such as West Berkshire Local Authority. 
  
5.3. The individual appointed as DPO will have professional experience and knowledge of data protection law, 
particularly that in relation to schools.  

 
5.4. The DPO will report to the highest level of management at the school, which is the headteacher. 
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5.5. The DPO will operate independently and will not be dismissed or penalised for performing their task.  
 
5.6. Sufficient resources will be provided to the DPO to enable them to meet their GDPR obligations.  
 

6. Lawful processing 
 
6.1. The legal basis for processing data will be identified and documented prior to data being processed.  
 
6.2. The school will act as a data controller and its employees as data processors. However, the data processor  
role may also be undertaken by other third parties.  
 
6.3. Under the GDPR, data will be lawfully processed under the following conditions:  
 

• The consent of the data subject has been obtained.  

• Processing is necessary for:  

— Compliance with a legal obligation.  

— The performance of a task carried out in the public interest or in the exercise of official 
authority vested in the controller.  

— For the performance of a contract with the data subject or to take steps to enter into a contract.  

— Protecting the vital interests of a data subject or another person.  

— For the purposes of legitimate interests pursued by the controller or a third party, except where 
such interests are overridden by the interests, rights or freedoms of the data subject. (This 
condition is not available to processing undertaken by the school in the performance of its tasks.)  

 
6.4. Special category data  data will only be processed under the following conditions:   
 

• Explicit consent of the data subject, unless reliance on consent is prohibited by EU or Member State 
law.  

• Processing carried out by a not-for-profit body with a political, philosophical, religious or trade union aim 
provided the processing relates only to members or former members (or those who have regular contact 
with it in connection with those purposes) and provided there is no disclosure to a third party without 
consent.  

 

• Processing relates to personal data manifestly made public by the data subject.  

 

• Processing is necessary for:  

— Carrying out obligations under employment, social security or social protection law, or a 
collective agreement. 

 
— Protecting the vital interests of a data subject or another individual where the data 
subject is physically or legally incapable of giving consent.  
— The establishment, exercise or defence of legal claims or where courts are acting in 
their judicial capacity.  
— Reasons of substantial public interest on the basis of Union or Member State law which 
is proportionate to the aim pursued and which contains appropriate safeguards.  
— The purposes of preventative or occupational medicine, for assessing the working 
capacity of the employee, medical diagnosis, the provision of health or social care or 
treatment or management of health or social care systems and services on the basis of 
Union or Member State law or a contract with a health professional.  
— Reasons of public interest in the area of public health, such as protecting against 
serious cross-border threats to health or ensuring high standards of healthcare and of 
medicinal products or medical devices.  
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— Archiving purposes in the public interest, or scientific and historical research purposes 
or statistical purposes in accordance with Article 89(1).  
 

7. Consent 
 
7.1.  Consent will be sought prior to processing any data which cannot be done so under any other lawful 
basis, such as complying with a regulatory requirement.  
 
7.2.  Consent must be a positive indication. It cannot be inferred from silence, inactivity or pre-ticked boxes. 
  
7.3.  Consent will only be accepted where it is freely given, specific, informed and an unambiguous indication 
of the individual’s wishes.  
 
7.4.  Where consent is given, a record will be kept documenting how and when consent was given.  
 
7.5.  The school ensures that consent mechanisms meet the standards of the GDPR. Where the standard of 
consent cannot be met, an alternative legal basis for processing the data must be found, or the processing must 
cease.  
 
7.6.  Consent accepted under the DPA will be reviewed to ensure it meets the standards of the GDPR; 
however, acceptable consent obtained under the DPA will not be reobtained.  
 
7.7.  Consent can be withdrawn by the individual at any time. 
  
7.8.  Where a child is under the age of 16, the consent of parents will be sought prior to the processing of their 
data, except where the processing is related to preventative or counselling services offered directly to a child. 
7.9.  When gaining pupil consent, consideration will be given to the age, maturity and mental capacity of the 
pupil in question. Consent will only be gained from pupils where it is deemed that the pupil has a sound 
understanding of what they are consenting to.  
 

8. The right to be informed  
 
8.1.  The privacy notice supplied to individuals in regards to the processing of their personal data will be 
written in clear, plain language which is concise, transparent, easily accessible and free of charge.  
 
8.2. If services are offered directly to a child, the school will ensure that the privacy notice is written in a clear, 
plain manner that the child will understand.  
 
8.3.  In relation to data obtained both directly from the data subject and not obtained directly from the data 
subject, the following information will be supplied within the privacy notice:  

• The contact details of the controller (the school), and where applicable, the controller’s representative, 
as well as the DPO.  

• The purpose of, and the legal basis for, processing the data.  

• The legitimate interests of the controller or third party.  

• Any recipient or categories of recipients of the personal data.  

• Details of transfers to third countries and the safeguards in place.  

• The retention period of criteria used to determine the retention period.  

• The existence of the data subject’s rights, including the right to:  

— Withdraw consent at any time.  

— Lodge a complaint with a supervisory authority.  

• The existence of automated decision making, including profiling, how decisions are made, the 
significance of the process and the consequences.  

 



Page 28 of 49 
 

8.4.  Where data is obtained directly from the data subject, information regarding whether the provision of 
personal data is part of a statutory or contractual requirement, as well as any possible consequences of failing to 
provide the personal data, will be provided.  
 
8.5.  Where data is not obtained directly from the data subject, information regarding the categories of 
personal data that the school holds, the source that the personal data originates from and whether it came from 
publicly accessible sources, will be provided.  
 
8.6.  For data obtained directly from the data subject, this information will be supplied at the time the data is 
obtained.  
 
8.7.  In relation to data that is not obtained directly from the data subject, this information will be supplied: 

• Within one month of having obtained the data.  

• If disclosure to another recipient is envisaged, at the latest, before the data are disclosed.  

• If the data are used to communicate with the individual, at the latest, when the first communication 
takes place.  

 
9. The right of access 
 
9.1.  Individuals have the right to obtain confirmation that their data is being processed.  
 
9.2.  Individuals have the right to submit a subject access request (SAR) to gain access to their personal data 
in order to verify the lawfulness of the processing.  
 
9.3.  The school will verify the identity of the person making the request before any information is supplied.  
 
9.4.  A copy of the information will be supplied to the individual free of charge; however, the school may 
impose a ‘reasonable fee’ to comply with requests for further copies of the same information.  
 
9.5. Where a SAR has been made electronically, the information will be provided in a commonly used 
electronic format.  
 
9.6.  Where a request is manifestly unfounded, excessive or repetitive, a reasonable fee will be charged. 
  
9.7. All fees will be based on the administrative cost of providing the information.  
 
9.8.  All requests will be responded to without delay and at the latest, within one month of receipt.  
 
9.9.  In the event of numerous or complex requests, the period of compliance will be extended by a further two 
months. The individual will be informed of this extension, and will receive an explanation of why the extension is 
necessary, within one month of the receipt of the request.  
 
9.10.  Where a request is manifestly unfounded or excessive, the school holds the right to refuse to respond to 
the request. The individual will be informed of this decision and the reasoning behind it, as well as their right to 
complain to the supervisory authority and to a judicial remedy, within one month of the refusal.  
 
9.11.  In the event that a large quantity of information is being processed about an individual, the school will ask 
the individual to specify the information the request is in relation to.  

 
10. The right to rectification 
 
10.1.  Individuals are entitled to have any inaccurate or incomplete personal data rectified. 
10.2.  Where the personal data in question has been disclosed to third parties, the school will inform them of 
the rectification where possible.  
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10.3.  Where appropriate, the school will inform the individual about the third parties that the data has been 
disclosed to.  
 
10.4.  Requests for rectification will be responded to within one month; this will be extended by two months 
where the request for rectification is complex.  
 
10.5.  Where no action is being taken in response to a request for rectification, the school will explain the 
reason for this to the individual, and will inform them of their right to complain to the supervisory authority and to 
a judicial remedy.  

 
11. The right to erasure  
 
11.1.  Individuals hold the right to request the deletion or removal of personal data where there is no compelling 
reason for its continued processing.  
 
11.2. Individuals have the right to erasure in the following circumstances:  

• Where the personal data is no longer necessary in relation to the purpose for which it was originally 
collected/processed  

• When the individual withdraws their consent  

• When the individual objects to the processing and there is no overriding legitimate interest for 
continuing the processing  

• The personal data was unlawfully processed  

• The personal data is required to be erased in order to comply with a legal obligation  

• The personal data is processed in relation to the offer of information society services to a child  
11.3.  The school has the right to refuse a request for erasure where the personal data is being processed for 
the following reasons:  

• To exercise the right of freedom of expression and information  

• To comply with a legal obligation for the performance of a public interest task or exercise of official 
authority  

• For public health purposes in the public interest  

• For archiving purposes in the public interest, scientific research, historical research or statistical 
purposes  

• The exercise or defence of legal claims  
 
11.4.  As a child may not fully understand the risks involved in the processing of data when consent is obtained, 
special attention will be given to existing situations where a child has given consent to processing and they later 
request erasure of the data, regardless of age at the time of the request. 
11.5.  Where personal data has been disclosed to third parties, they will be informed about the erasure of the 
personal data, unless it is impossible or involves disproportionate effort to do so. 
  
11.6.  Where personal data has been made public within an online environment, the school will inform other 
organisations who process the personal data to erase links to and copies of the personal data in question.  
 

12. The right to restrict processing 
 
12.1.  Individuals have the right to block or suppress the school’s processing of personal data.  
 
12.2.  In the event that processing is restricted, the school will store the personal data, but not further process 
it, guaranteeing that just enough information about the individual has been retained to ensure that the restriction 
is respected in future.  
 
12.3.  The school will restrict the processing of personal data in the following circumstances:  

• Where an individual contests the accuracy of the personal data, processing will be restricted until the 
school has verified the accuracy of the data  
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• Where an individual has objected to the processing and the school is considering whether their 
legitimate grounds override those of the individual  

• Where processing is unlawful and the individual opposes erasure and requests restriction instead  

• Where the school no longer needs the personal data but the individual requires the data to establish, 
exercise or defend a legal claim  
 

12.4.  If the personal data in question has been disclosed to third parties, the school will inform them about the 
restriction on the processing of the personal data, unless it is impossible or involves disproportionate effort to do 
so.  
 
12.5.  The school will inform individuals when a restriction on processing has been lifted.  
 

13. The right to data portability 
 
13.1.  Individuals have the right to obtain and reuse their personal data for their own purposes across different 
services.  
 
13.2.  Personal data can be easily moved, copied or transferred from one IT environment to another in a safe 
and secure manner, without hindrance to usability.  
 
13.3.  The right to data portability only applies in the following cases: 

• To personal data that an individual has provided to a controller  

• Where the processing is based on the individual’s consent or for the performance of a contract  

• When processing is carried out by automated means  
 

13.4.  Personal data will be provided in a structured, commonly used and machine-readable form.  
 
13.5.  The school will provide the information free of charge.  
 
13.6.  Where feasible, data will be transmitted directly to another organisation at the request of the individual.  
 
13.7.  The school is not required to adopt or maintain processing systems which are technically compatible with 
other organisations.  
 
13.8.  In the event that the personal data concerns more than one individual, the school will consider whether 
providing the information would prejudice the rights of any other individual.  
 
13.9.  The school will respond to any requests for portability within one month.  
 
13.10. Where the request is complex, or a number of requests have been received, the timeframe can be 
extended by two months, ensuring that the individual is informed of the extension and the reasoning behind it 
within one month of the receipt of the request.  
 
13.11. Where no action is being taken in response to a request, the school will, without delay and at the latest 
within one month, explain to the individual the reason for this and will inform them of their right to complain to the 
supervisory authority and to a judicial remedy.  

 
14. The right to object 
  
14.1.  The school will inform individuals of their right to object at the first point of communication, and this 
information will be outlined in the privacy notice and explicitly brought to the attention of the data subject, 
ensuring that it is presented clearly and separately from any other information.  
 
14.2.  Individuals have the right to object to the following:  

• Processing based on legitimate interests or the performance of a task in the public interest  
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• Direct marketing 

• Processing for purposes of scientific or historical research and statistics.  
 
14.3.  Where personal data is processed for the performance of a legal task or legitimate interests: 

• An individual’s grounds for objecting must relate to his or her particular situation. 
 
• The school will stop processing the individual’s personal data unless the processing is for the 
establishment, exercise or defence of legal claims, or, where the school can demonstrate compelling 
legitimate grounds for the processing, which override the interests, rights and freedoms of the individual. 

  
14.4.  Where personal data is processed for direct marketing purposes:  

• The school will stop processing personal data for direct marketing purposes as soon as an objection is 
received.  

• The school cannot refuse an individual’s objection regarding data that is being processed for direct 
marketing purposes.  
 

14.5.  Where personal data is processed for research purposes:  
• The individual must have grounds relating to their particular situation in order to exercise their right to 
object.  

• Where the processing of personal data is necessary for the performance of a public interest task, the 
school is not required to comply with an objection to the processing of the data.  

 
14.6.  Where the processing activity is outlined above, but is carried out online, the school will offer a method 
for individuals to object online. 
 

15. Automated decision making and profiling 
 
15.1.  Individuals have the right not to be subject to a decision when:  

• It is based on automated processing, e.g. profiling.  

• It produces a legal effect or a similarly significant effect on the individual.  
 
15.2.  The school will take steps to ensure that individuals are able to obtain human intervention, express their 
point of view, and obtain an explanation of the decision and challenge it.  
 
15.3.  When automatically processing personal data for profiling purposes, the school will ensure that the 

appropriate safeguards are in place, including:  
• Ensuring processing is fair and transparent by providing meaningful information about the logic 
involved, as well as the significance and the predicted impact.  

• Using appropriate mathematical or statistical procedures.  

• Implementing appropriate technical and organisational measures to enable inaccuracies to be 
corrected and minimise the risk of errors.  

• Securing personal data in a way that is proportionate to the risk to the interests and rights of the 
individual and prevents discriminatory effects. 
 

15.4.  Automated decisions must not concern a child or be based on the processing of sensitive data, unless:  
• The school has the explicit consent of the individual.  

• The processing is necessary for reasons of substantial public interest on the basis of Union/Member 
State law.  

 

16. Privacy by design and privacy impact assessments 
 
16.1.  The school will act in accordance with the GDPR by adopting a privacy by design approach and 
implementing technical and organisational measures which demonstrate how the school has considered and 
integrated data protection into processing activities.  
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16.2.  Data protection impact assessments (DPIAs) will be used to identify the most effective method of 
complying with the school’s data protection obligations and meeting individuals’ expectations of privacy.  
 
16.3.  DPIAs will allow the school to identify and resolve problems at an early stage, thus reducing associated 
costs and preventing damage from being caused to the school’s reputation which might otherwise occur. 
  
16.4.  A DPIA will be carried out when using new technologies or when the processing is likely to result in a 
high risk to the rights and freedoms of individuals. 
  
16.5.  A DPIA will be used for more than one project, where necessary. 
  
16.6.  High risk processing includes, but is not limited to, the following:  

• Systematic and extensive processing activities, such as profiling  

• Large scale processing of special categories of data or personal data which is in relation to criminal 
convictions or offences  

• The use of CCTV.  
 
16.7.  The school will ensure that all DPIAs include the following information:  

• A description of the processing operations and the purposes  

• An assessment of the necessity and proportionality of the processing in relation to the purpose  

• An outline of the risks to individuals  

• The measures implemented in order to address risk  
 
16.8.  Where a DPIA indicates high risk data processing, the school will consult the ICO to seek its opinion as 
to whether the processing operation complies with the GDPR. 
 

17. Data breaches 
 
17.1.  The term ‘personal data breach’ refers to a breach of security which has led to the destruction, loss, 
alteration, unauthorised disclosure of, or access to, personal data. 
  
17.2.  The headteacher will ensure that all staff members are made aware of, and understand, what 
constitutes a data breach as part of their CPD training.  
 
17.3.  Where a breach is likely to result in a risk to the rights and freedoms of individuals, the relevant 
supervisory authority will be informed.  
 
17.4.  All notifiable breaches will be reported to the relevant supervisory authority within 72 hours of the school 
becoming aware of it.  
17.5.  The risk of the breach having a detrimental effect on the individual, and the need to notify the relevant 
supervisory authority, will be assessed on a case-by-case basis.  
 
17.6.  In the event that a breach is likely to result in a high risk to the rights and freedoms of an individual, the 
school will notify those concerned directly. 
  
17.7.  A ‘high risk’ breach means that the threshold for notifying the individual is higher than that for notifying 
the relevant supervisory authority.  
 
17.8.  In the event that a breach is sufficiently serious, the public will be notified without undue delay.  
 
17.9.  Effective and robust breach detection, investigation and internal reporting procedures are in place at the 
school, which facilitate decision-making in relation to whether the relevant supervisory authority or the public 
need to be notified.  
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17.10. Within a breach notification, the following information will be outlined:  

• The nature of the personal data breach, including the categories and approximate number of 
individuals and records concerned. 

• The name and contact details of the DPO  

• An explanation of the likely consequences of the personal data breach  

 A description of the proposed measures to be taken to deal with the personal data breach  

• Where appropriate, a description of the measures taken to mitigate any possible adverse effects.  
 
17.11. Failure to report a breach when required to do so may result in a fine, as well as a fine for the breach 
itself.  

 
18. Data security 
18.1.  Confidential paper records will be kept in a locked filing cabinet, drawer or safe, with restricted access.  
 
18.2.  Confidential paper records will not be left unattended or in clear view anywhere with general access. 
  
18.3.  Digital data is coded, encrypted or password-protected, both on a local hard drive and on a network drive 
that is regularly backed up off-site.  
 
18.4.  Where data is saved on removable storage or a portable device, the device will be kept in a locked filing 
cabinet, drawer or safe when not in use. 
  
18.5.  Memory sticks will not be used to hold personal information unless they are password-protected and fully 
encrypted.  
 
18.6.  All electronic devices are password-protected to protect the information on the device in case of theft.  
 
18.7.  Where possible, the school enables electronic devices to allow the remote blocking or deletion of data in 
case of theft. 
  
18.8.  Staff will not use their personal laptops or computers for school purposes.  
 
18.9 Governors will take all reasonable measures to ensure the security of data. 
 
18.10.  All necessary members of staff are provided with their own secure login and password, and every 
computer regularly prompts users to change their password.  
 
18.11. Emails containing sensitive or confidential information are password-protected if there are unsecure 
servers between the sender and the recipient. 
  
18.12. Circular emails to parents are sent blind carbon copy (bcc), so email addresses are not disclosed to other 
recipients.  
 
18.13. When sending confidential information by fax, staff will always check that the recipient is correct before 
sending.  
 
18.14. Where personal information that could be considered private or confidential is taken off the premises, 

either in electronic or paper format, staff will take extra care to follow the same procedures for security, e.g. 
keeping devices under lock and key. The person taking the information from the school premises 
accepts full responsibility for the security of the data. 
  
 
 
 
 



Page 34 of 49 
 

18.15. Before sharing data, all staff members will ensure:  
• They are allowed to share it.  

• That adequate security is in place to protect it.  

• Who will receive the data has been outlined in a privacy notice.  
 
18.16. Under no circumstances are visitors allowed access to confidential or personal information. Visitors to 
areas of the school containing sensitive information are supervised at all times. 
18.17. The physical security of the school’s buildings and storage systems, and access to them, is reviewed on 
a termly basis. If an increased risk in vandalism/burglary/theft is identified, extra measures to secure data 
storage will be put in place.  
 
18.18. Burghfield St Mary’s C of E Primary School takes its duties under the GDPR seriously and any 
unauthorised disclosure may result in disciplinary action.  
 
18.19. The school business manager (SBM) is responsible for continuity and recovery measures are in place 
to ensure the security of protected data. 

 
19. Publication of information 
 
19.1. Burghfield St Mary’s C of E Primary School publishes a publication scheme on its website outlining classes 
of information that will be made routinely available, including:  

• Policies and procedures  

• Minutes of meetings  

• Annual reports  

• Financial information  
 
19.2.  Classes of information specified in the publication scheme are made available quickly and easily on 
request.  
 
19.3.  Burghfield St Mary’s C of E Primary School will not publish any personal information, including photos, 
on its website without the permission of the affected individual. 
  
19.4.  When uploading information to the school website, staff are considerate of any metadata or deletions 
which could be accessed in documents and images on the site. 

   
20. Photography 
 
20.1.  The school understands that recording images of identifiable individuals constitutes as processing 
personal information, so it is done in line with data protection principles. 
  
20.2.  The school will always indicate its intentions for taking photographs of pupils and will retrieve permission 
before publishing them. If the school wishes to use images/video footage of pupils in a publication, such as the 
school website, prospectus, or recordings of school plays, written permission will be sought for the particular 
usage from the parent of the pupil.  
 
20.3.  Images captured by individuals for recreational/personal purposes, and videos made by parents for 
family use, are exempt from the GDPR. 

 
21. Data retention 
 
21.1.  Data will not be kept for longer than is necessary. 
  
21.2.  Unrequired data will be deleted as soon as practicable.  
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21.3.  Some educational records relating to former pupils or employees of the school may be kept for an 
extended period for legal reasons, but also to enable the provision of references or academic transcripts. 
  
21.4.  Paper documents will be shredded or pulped, and electronic memories scrubbed clean or destroyed, 
once the data should no longer be retained.  
 

22. DBS data 
 
22.1.  All data provided by the DBS will be handled in line with data protection legislation; this includes 
electronic communication.  
 
22.2.  Data provided by the DBS will never be duplicated. 
  
22.3.  Any third parties who access DBS information will be made aware of the data protection legislation, as 
well as their responsibilities as a data handler. 
 
23. Policy review  
23.1. This policy is reviewed every two years by the headteacher and the Governing Body. 
The next scheduled review date for this policy is July 2018. 
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Contact: 

 The Headteacher  
Burghfield St Mary’s C of E Primary 
School 
Theale Road 
Burghfield  
Berkshire 
RG30 3TX 
01189836387 

 
 

 
 

 Data Protection Officer  

Thomas Ng  BEd(Hons) MA MBA NPQH 
FBCS CITP 
School Improvement Adviser 
West Berkshire Council Education 
Service 
West Street House 
West Street 
Newbury  RG14 1BD 
Tel: 01635 503430  
dpo@lea.w-berks.sch.uk
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Appendix 1: Personal data breach procedure 

This procedure is based on guidance on personal data breaches produced by the ICO. 

 On finding or causing a breach, or potential breach, the staff member or data 
processor must immediately notify the DPO. 

 The DPO will investigate the report, and determine whether a breach has occurred. 
To decide, the DPO will consider whether personal data has been accidentally or 
unlawfully:  

o Lost.  

o Stolen. 

o Destroyed. 

o Altered. 

o Disclosed or made available where it should not have been. 

o Made available to unauthorised people. 

 The DPO will alert the headteacher and the Chair of Governors. 

 The DPO will make all reasonable efforts to contain and minimise the impact of the 
breach, assisted by relevant staff members or data processors where necessary. 
(Actions relevant to specific data types are set out at the end of this procedure). 

 The DPO will assess the potential consequences, based on how serious they are, 
and how likely they are to happen. 

 The DPO will work out whether the breach must be reported to the ICO. This must be 
judged on a case-by-case basis. To decide, the DPO will consider whether the 
breach is likely to negatively affect people’s rights and freedoms, and cause them 
any physical, material or non-material damage (e.g. emotional distress), including 
through:  

o Loss of control over their data. 

o Discrimination. 

o Identify theft or fraud. 

o Financial loss. 

o Unauthorised reversal of pseudonymisation (for example, key-coding). 

o Damage to reputation. 

o Loss of confidentiality. 

o Any other significant economic or social disadvantage to the individual(s) 
concerned. 

If it’s likely that there will be a risk to people’s rights and freedoms, the DPO must 
notify the ICO. 

 The DPO will document the decision (either way) as part of the record of data 
processing activities in school, in case it is challenged at a later date by the ICO or 
an individual affected by the breach.  

 Where the ICO must be notified, the DPO will do this via the ‘report a breach’ page of 
the ICO website within 72 hours. As required, the DPO will set out:  

o A description of the nature of the personal data breach including, where 
possible: 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/
https://ico.org.uk/for-organisations/report-a-breach/
https://ico.org.uk/for-organisations/report-a-breach/
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 The categories and approximate number of individuals concerned. 

 The categories and approximate number of personal data records 
concerned. 

o The name and contact details of the DPO. 

o A description of the likely consequences of the personal data breach. 

o A description of the measures that have been, or will be taken, to deal with 
the breach and  mitigate any possible adverse effects on the individual(s) 
concerned. 

 If all the above details are not yet known, the DPO will report as much as they can 
within 72 hours. The report will explain that there is a delay, the reasons why, and 
when the DPO expects to have further information. The DPO will submit the 
remaining information as soon as possible. 

 The DPO will also assess the risk to individuals, again based on the severity and 
likelihood of potential or actual impact. If the risk is high, the DPO will promptly 
inform, in writing, all individuals whose personal data has been breached. This 
notification will set out:  

o The name and contact details of the DPO. 

o A description of the likely consequences of the personal data breach. 

o A description of the measures that have been, or will be, taken to deal with 
the data breach and mitigate any possible adverse effects on the individual(s) 
concerned. 

 The DPO will notify any relevant third parties who can help mitigate the loss to 
individuals – for example, the police, insurers, banks or credit card companies. 

 The DPO will document each breach, irrespective of whether it is reported to the 
ICO. For each breach, this record will include the:  

o Facts and cause. 

o Effects. 

o Action taken to contain it and ensure it does not happen again (such as 
establishing more robust processes or providing further training for 
individuals). 

Records of all breaches will be documented as part of the school’s data processing 
activity record. 

 The DPO and headteacher will meet to review what happened and how it can be 
stopped from happening again. This meeting will happen as soon as reasonably 
possible.  

 
Actions to minimise the impact of data breaches 
We will take the actions set out below to mitigate the impact of different types of data breach, 
focusing especially on breaches involving particularly risky or sensitive information. We will 
review the effectiveness of these actions and amend them as necessary after any data 
breach. 
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Sensitive information being disclosed via email (including safeguarding records) 

 If special category data (sensitive information) is accidentally made available via 
email to unauthorised individuals, the sender must attempt to recall the email as soon 
as they become aware of the error 

 Members of staff who receive personal data sent in error must alert the sender and 
the DPO as soon as they become aware of the error 

 In any cases where the recall is unsuccessful, the DPO will contact the relevant 
unauthorised individuals who received the email, explain that the information was 
sent in error, and request that those individuals delete the information and do not 
share, publish, save or replicate it in any way 

 The DPO will ensure we receive a written response from all the individuals who 
received the data, confirming that they have complied with this request 

 The DPO will carry out an internet search to check that the information has not been 
made public; if it has, we will contact the publisher/website owner or administrator to 
request that the information is removed from their website and deleted 

Other types of breach that you might want to consider could include: 

 Details of pupil premium interventions for named children being published on the 
school website. 

 Non-anonymised pupil exam results or staff pay information being shared with 
governors. 

 A school laptop containing non-encrypted sensitive personal data being stolen or 
hacked. 

The school’s cashless payment provider being hack 
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Appendix 2: Privacy Notice (How we use pupil information) 

 
Why do we collect and use pupil information?  
We collect and use pupil information under the General Data Protection Regulations 2018. 
Particularly under Article 6 and Article 9, where the information is collected and used 
because it is required to carry out the task of educating and ensuring the welfare of our 
pupils.  
We also collect and use pupil information in order to help pupils with additional special needs 
and requirements, so that we can ensure we offer the best possible support and resources 
to them (and their parents and carers) during their time in our school.  
For further information on how data is used, please visit the following website  
https://www.gov.uk/education/data-collection-and-censuses-for-schools  
We use the pupil data:  
• to support pupil learning  

• to monitor and report on pupil progress  

• to provide appropriate pastoral care  

• to assess the quality of our services  

• to comply with the law regarding data sharing  

• to comply with statutory requests for data from relevant authorities  
 
The categories of pupil information that we collect, hold and share include:  

 

cteristics (such as ethnicity, language, nationality, country of birth and free school 
meal eligibility).  

reasons).  

services, statutory assessment services and social care.  

 

tainment and progress records across the curriculum 
subjects).  

 

of exclusions).  

losures, outcomes of meetings, various plans and 
sensitive information regarding court proceedings, child protection plans and 
correspondence with outside agencies).  
 
The lawful basis on which we use this information  
We collect and use pupil information under the following basis of the General Data 
Protection Regulation:  

- The data subject has given consent to the processing of his or her personal 
data for one or more specific purposes [6(1)a]; or  

- Processing is necessary for the performance of a task carried out in the 
public interest or in the exercise of official authority vested in the controller [6(1)e]; or  

- Processing is necessary for compliance with a legal obligation to which 
the controller is subject [6(1)c];or  

specific rights of the controller or of the data subject in the field of employment and social 
security and social protection law in so far as it is authorised by Union or Member State law 
or a collective agreement pursuant to Member State law providing for appropriate 
safeguards for the fundamental rights and the interests of the data subject [9(2)b].  
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Collecting pupil information 
Whilst the majority of pupil information you provide to us is mandatory, some of it is provided 
to us on a voluntary basis. In order to comply with the General Data Protection Regulation, 
we will inform you whether you are required to provide certain pupil information to us or if 
you have a choice in this.  
 
Who do we share pupil information with?  
We routinely share pupil information with:  

 

 

 

ial care  

 
 
Why we share pupil information 
We do not share information about our pupils with anyone without consent unless the law 
and our policies allow us to do so.  
We share pupils’ data with the Department for Education (DfE) on a statutory basis. This 
data sharing underpins school funding and educational attainment policy and monitoring.  
We are required to share information about our pupils with our Local Authority and the 
Department for Education (DfE) under section 3 of The Education (Information About 
Individual Pupils) (England) Regulations 2013. 
 
Data collection requirements: 
To find out more about the data collection requirements placed on us by the Department for 
Education (for example; via the school census) go to  
https://www.gov.uk/education/data-collection-and-censuses-for-schools.  
 
The National Pupil Database (NPD) 
The NPD is owned and managed by the Department for Education and contains information 
about pupils in schools in England. It provides invaluable evidence on educational 
performance to inform independent research, as well as studies commissioned by the 
Department. It is held in electronic format for statistical purposes. This information is 
securely collected from a range of sources including schools, local authorities and awarding 
bodies.  
We are required by law, to provide information about our pupils to the DfE as part of 
statutory data collections such as the school census and early years’ census. Some of this 
information is then stored in the NPD. The law that allows this is the Education (Information 
About Individual Pupils) (England) Regulations 2013.  
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To find out more about the pupil information we share with the department, for the purpose 
of data collections, go to https://www.gov.uk/education/data-collection-and-censuses-for-
schools.  
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-
pupil-database-user-guide-and-supporting-information.  
The department may share information about our pupils from the NPD with third parties who 
promote the education or well-being of children in England by:  

 

 

 
 
The Department has robust processes in place to ensure the confidentiality of our data is 
maintained and there are stringent controls in place regarding access and use of the data. 
Decisions on whether DfE releases data to third parties are subject to a strict approval 
process and based on a detailed assessment of:  

 

 

 

 
 
To be granted access to pupil information, organisations must comply with strict terms and 
conditions covering the confidentiality and handling of the data, security arrangements and 
retention and use of the data.  
For more information about the department’s data sharing process, please visit:  
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  
For information about which organisations the department has provided pupil information, 
(and for which project), please visit the following website: 
https://www.gov.uk/government/publications/national-pupil-database-requests-received  
To contact DfE: https://www.gov.uk/contact-dfe  
 
Requesting access to your personal data  
Under data protection legislation, parents and pupils have the right to request access to 
information about them that we hold. To make a request for your personal information, or be 
given access to your child’s educational record, contact the Headteacher outlining your 
request.  
You also have the right to:  

sing of personal data that is likely to cause, or is causing, damage or 
distress  

 

 

ified, blocked, erased or 
destroyed; and  

 
 
If you have a concern about the way we are collecting or using your personal data, you 
should raise your concern with us in the first instance or directly to the Information 
Commissioner’s Office at https://ico.org.uk/concerns/ 
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Contact: 
If you would like to discuss anything in this privacy notice, please contact:  

 
 
Burghfield St Mary’s C of E Primary School  
Theale Road  
Burghfield  
Berkshire  
RG30 3TX  
01189836387  

 
 
Thomas Ng BEd(Hons) MA MBA NPQH FBCS CITP  
School Improvement Adviser  
West Berkshire Council Education Service  
West Street House  
West Street  
Newbury RG14 1BD  
Tel: 01635 503430  

dpo@lea.w-berks.sch.uk 
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FREEDOM OF INFORMATION POLICY 
 

 

1. Purpose: Burghfield St Mary’s will make information covered below, and held by the school, 
available to the public as part of its normal business activities. It will proactively publish or 
otherwise make available as a matter of routine, information, including environmental 
information, which is held by the school which falls within the classifications below. It will 
produce and publish the methods by which the specific information is made routinely available 
so that it can be easily identified and accessed by members of the public. It will review and 
update on a regular basis the information made available under this scheme, and produce a 
schedule of any fees charged for access to information which is made available.    

2.Classes of information: 
 
2.1 Organisational matters: locations and contacts, constitutional and legal governance, policies 
and procedures, lists and registers  

2.2 Financial information relating to projected and actual income and expenditure, tendering, 
procurement and contracts.   

2.3 Our policies, priorities and performance:  Policy proposals and decisions. Decision making 
processes, internal criteria and procedures, consultations, Strategy and performance 
information, plans, assessments, inspections and reviews..         

2.4 The services we offer: Advice and guidance, booklets and leaflets, transactions and media 
releases. A description of the services offered. 

3.  Excluded Information: The classes of information will not generally include information in 
draft form, or the disclosure of which is prevented by law, or exempt under the Freedom of 
Information Act, or is otherwise properly considered to be protected from disclosure; or 
Information that is no longer readily available as it is contained in files that have been placed in 
archive storage, or is difficult to access for similar reasons.  

4. Access to information: Whenever possible information will be provided on our 
website. Where it is impracticable to make information available this way or when an individual 
does not wish to access the information by the website, we will indicate how information can be 
obtained by other means and provide it by those means.  
In exceptional circumstances some information may be available only by viewing in 
person. Where this manner is specified, contact details will be provided. An appointment to view 
the information will be arranged within a reasonable timescale.  

5. Charges: The purpose of this scheme is to make the maximum amount of information readily 
available at minimum inconvenience and cost to the public. Charges made by the school for 
routinely published material will be justified and transparent and kept to a minimum. Material 
which is published and accessed on a website will be provided free of charge. Charges may be 
made for costs incurred such as photocopying, postage and packaging, and any costs directly 
incurred as a result of viewing information .Charges may also be made subject to a charging 
regime specified by Parliament; or where they are legally authorised, justified in all 
circumstances, including the general principles of the right of access to information held by 
public authorities and in accordance with a published schedule or schedules of fees which is 
readily available to the public. 

If a charge is to be made, confirmation of the payment due will be given before the information is 
provided. Payment may be requested prior to provision of the information.  
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6. Written requests:  Information held by a public authority that is not published under this 
scheme can be requested in writing, when its provision will be considered in accordance with the 
provisions of the Freedom of Information Act. 
 

           7. Contact details: If you require a paper version of any information, or want to ask whether 
information is available please contact the school by telephone, email, fax or letter. Contact 
details are set out below.  

Email: office@burghfield.w-berks.sch.uk 

Tel: 0118 9836387 

Fax: 0118 9832957 

 

Contact Address: Burghfield St Mary’s C of E Primary, Theale Road, Burghfield Common, 
Reading, Berkshire. RG30 3TX. 

To help us process your request quickly, please clearly mark any correspondence 
“PUBLICATION SCHEME REQUEST” (in CAPITALS please) 

If the information you’re looking for isn’t available via the scheme, and isn’t on our website, you 
can still contact the school to ask if we have it.  
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CONFIDENTIAL REPORTING CODE  (WHISTLEBLOWING) POLICY 
 

           1. Purpose: The Governing Body have approved this policy (based on the West Berkshire model 
policy), and relevant trade union representatives have been consulted on its content. The School 
is committed to the highest possible standards of openness, probity and accountability and in 
line with that commitment we expect employees, and others that we deal with, who have serious 
concerns about any aspect of the School’s work to come forward and voice those concerns. It is 
recognised that most cases will have to proceed on a confidential basis.  

           1.1 Employees could be the first to realise that there may be something seriously wrong within 
the School. However, they may not express their concerns because they feel that speaking up 
would be disloyal to their colleagues or to the school. They may also fear harassment or 
victimisation. In these circumstances it may be easier to ignore the concern rather than report 
what may just be a suspicion of malpractice. This policy document makes it clear that employees 
can voice concerns without fear of victimisation, subsequent discrimination or disadvantage. The 
Confidential Reporting Policy is intended to encourage and enable employees to raise serious 
concerns within the School rather than overlooking a problem or ‘blowing the whistle’ outside 

 

           2. Applicability: This policy applies to all employees and those contractors working for the 
School on School premises, for example agency staff, supply teachers and builders, and is in 
addition to the school’s complaints procedure.  

 
3. Aims: This policy aims to encourage employees to feel confident about raising serious 
concerns and to question and act upon concerns about practice;  to provide avenues for 
employees to raise those concerns and receive feedback on any action taken;  to ensure that 
employees receive a response to their concerns and that employees are aware of how to pursue 
the concerns if not satisfied; and to reassure employees that they will be protected from possible 
reprisals or victimisation if they have a reasonable belief that they have made any disclosures in 
good faith. 
 
4. Grievances: There are existing procedures in place to enable an employee to lodge a 
grievance relating to his/her own employment (see Grievance Procedure in Staff policies). This 
Code is intended to cover major concerns that fall outside the scope of other procedures, 
including conduct which is an offence or breach of the law, disclosures related to miscarriages of 
justice, serious health and safety risks, including risks to the public as well as other employees, 
serious damage to the environment, the unauthorised use of public funds, sexual or physical 
abuse of pupils, and unethical conduct. 
 
4.1 Any serious concerns that an employee may have about any aspect of conduct by 
employees of the schools or others acting on behalf of the school can be reported under the 
Confidential Reporting Code. This may be something that makes an employee feel 
uncomfortable in terms of known standards, the employee’s experience or the standards the 
employee believes the School subscribes to; is contrary to the schools standing orders, financial 
regulations or policies; falls below established standards of practice, or amounts to improper 
conduct. 
 
5. Roles and Responsibilities: The Governing Body along with the Headteacher has overall 
responsibility for ensuring that the Confidential Reporting Code (Whistleblowing Policy) is 
managed appropriately in accordance with this agreed procedure The Headteacher is 
responsible for making employees aware of the existence of these procedures, and maintaining 
a record of concerns raised and outcomes (but in a form which does not endanger 
confidentiality) and will report to the Governing Body as necessary..  
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Employees are responsible for making themselves familiar with the confidential reporting code 
and complying with the Code. 
 
6. Confidentiality: All concerns will be treated in confidence and every effort will be made not to 
reveal the identity of an employee who raises allegations under this Code. At the appropriate 
time, however, the employee may need to come forward as a witness. 
 
7. Safeguards against harassment or victimisation: The School is committed to good 
practice and high standards and wants to be supportive of employees. The School recognises 
that the decision to report a concern can be a difficult one to make. If what the employee is 
saying is true, or he/she has a reasonable belief that it is true, the employee will have nothing to 
fear because he/she will be doing his/her duty to the school and pupils of the school. The School 
will not tolerate any harassment or victimisation (including informal pressure) and will take 
appropriate action to protect employees when concerns are raised in good faith. Any 
investigation into allegations of potential malpractice will not influence, or be influenced by, any 
disciplinary or redundancy procedures that already affect an employee. 
 
8. Anonymous allegations: This policy encourages employees to put their name to allegations 
wherever possible. This is because concerns expressed anonymously are much more difficult to 
investigate. Therefore anonymous allegations will be considered at the discretion of the 
Headteacher in consultation with the Chair of Governors. In exercising this discretion the factors 
to be taken into account would include the seriousness of the issue raised, the credibility of the 
concern and the likelihood of confirming the allegation from attributable sources.  
 
9. Raising a concern: In most circumstances the employee should raise concerns with the 
Headteacher. This depends, however, on the seriousness and sensitivity of the issues involved 
and who is suspected of malpractice. For example, if the employee believes that the 
Headteacher is involved, the employee should approach the Chair of Governors, Head of 
Education Services or Head of Human Resources as appropriate. 
 
9.1 Concerns may be raised verbally or in writing. Staff who wish to make a written report are 
invited to use the following format: the background and history of the concern (giving relevant 
names and dates); and the reason why the employee is particularly concerned about the 
situation. 
 
9.2 The earlier the employee expresses the concerns, the easier it will be to take action. 
Although the employee is not expected to prove beyond reasonable doubt the truth of an 
allegation, the employee should demonstrate to the person contacted that there are reasonable 
grounds for the concern. The employee may wish to consider discussing the concern with a 
colleague or trade union representative first and may find it easier to raise the matter if there are 
other colleagues who have the same experience or concerns.  
 
9.3 The employee may invite a trade union or professional association representative or friend to 
be present during any meetings or interviews in connection with the concerns raised. The 
employee may wish to obtain advice/guidance on how to pursue matters of concern from either 
the Head of Human Resources (01635 519358) or the Head of Education Services (01635 
519729).  
 
10. The school’s response: The School will respond to the employee’s concerns. Testing out 
the concerns is not the same as either accepting or rejecting them.  
 
10.1 Where appropriate, the matters raised may be investigated by management, or through the 
disciplinary process, be referred to the police, be referred to the internal auditor or form the 
subject of an independent inquiry. 
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10.2 In order to protect individuals and those accused of misdeeds or possible malpractice, initial 
enquiries will be made to decide whether an investigation is appropriate and, if so, what form it 
should take. Concerns over allegations which fall within the scope of specific procedure (for 
example, child protection or discrimination issues) will normally be referred for consideration 
under the procedures for dealing with these issues.  
 
10.3 Some concerns may be resolved by agreed action without the need for investigation. If 
urgent action is required this will be taken before any investigation is conducted. 
 
10.4 The amount of contact between the individual considering the issue and the employee who 
raised the issue will depend on the nature of the matters raised; the potential difficulties involved; 
and the clarity of the information provided. If necessary, the school will seek further information 
from the employee. 
 
11. Notification of response: Within ten working days of a concern being raised, the 
Headteacher or Chair of Governors will write to the employee acknowledging that the concern 
has been raised; indicating how it is proposed to deal with the matter; giving an estimate of how 
long it will take to provide a final response; telling the employee whether any initial enquiries 
have been made; supplying the employee with information on staff support mechanisms (if 
appropriate) and telling the employee whether further investigations will take place and if not, 
why not.  
 
11.1 Where any meeting is arranged, off-site if requested, the employee can be accompanied by 
a trade union representative or a work colleague.  
 
11.2 The school will take steps to minimise any difficulties the employee may experience as a 
result of raising a concern. For instance, if the employee is required to give evidence in criminal 
or disciplinary proceedings the school will arrange for the employee to receive additional advice.  
 
11.3 The school accepts that the employee will need to be assured that the matter has been 
properly addressed. Thus, the school will inform the employee of the steps that have been taken 
to resolve the matter as appropriate 
 
12. Untrue allegations: If an employee makes an allegation in good faith, but it is not confirmed 
by the investigation, no action will be taken against the employee. If, however, the employee 
makes an allegation frivolously, maliciously or for personal gain, disciplinary action will be taken 
against the employee. 
 
13. Further action: This policy is intended to provide employees with an avenue within the 
school to raise concerns. The School hopes the employee will be satisfied with any action taken. 
If this is not the case, or where the concerns cannot be raised with the Headteacher or Chair of 
Governors because the allegations relate to them the employee can raise their concerns directly 
with the Head of Human Resources at West Berkshire Council (WBC).  
 
13.1 The School hopes that the employee will be satisfied with any action taken either by the 
School or West Berkshire Council. However if the employee wishes to take the matter outside 
the School or West Berkshire Council, the following are possible contact points – a relevant 
Trade Union, regulatory organisation or professional body, the Citizens Advice Bureau or 
Thames Valley Police;  Public Concern at Work (01714046609) or the Audit Commission 
(01628796122).  
 
13.2 If the employee chooses to take the matter outside the School or West Berkshire Council, 
the employee should ensure that he/she does not disclose confidential information.  An 
employee should not take concerns directly to the media without first complying with this policy. 
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