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Are you and your child Highfield ready?   

 Please ensure that you refer to the checklist to ensure that all forms and necessary consents 

have been returned to school in readiness for your child to start at Highfield in September. 



 

 

 

The Highfield School Summer School: 9th - 13th August 2021 

We will be offering a week long Summer School for our new students, who will be joining us in 

Year 7 in September 2021.  Planning is currently underway and further details will be shared 

imminently. 
 

 

A Welcome to The Highfield School from Mrs Miles, Headteacher 

Welcome to our Highfield School community. We hope that you are looking forward to 

joining us in September as much as we are looking forward to welcoming you in and seeing 

you on Transition Day.  

Our school community aims to ensure that all of our new students feel welcome, safe and 

develop confidence during their secondary school days.  Therefore, as part of the 

transition process, a member of the Senior Leadership and/or Year 7 Team will visit your 

child at primary school during the summer term.  This is a valuable opportunity for your 

child and the member of staff to familiarise themselves with each other and for your child 

to ask any questions they may have about secondary school life. 

It is hoped that actual visits to secondary schools will take place this Summer. This will 

give your child a chance to visit the school on Secondary Transition “Moving Up” Day on 

Thursday 8th July 2021.  We will advise you in due course of the arrangements for this 

day. This will be an opportunity for your child to meet their Form Tutor and other members 

of their Tutor and year group and familiarise themselves with the school site and facilities. 

Once again, we look  forward to welcoming you into the school community as you begin 

your Highfield journey. 

Mrs Miles 

 

 

Introduction 

The Highfield School is an ambitious school where all are encouraged to achieve their full 

potential. This is based on a culture of high expectation, challenge and the support needed, so 

that by working hard together, we can all achieve our goals. We have an excellent reputation both 

academically and pastorally. This reputation is based on outstanding teaching and learning and 

high standards and expectations. We expect all our students to work very hard but recognise that 

the very best learning takes place when it is harnessed to interest and enjoyment. Our curriculum 

is therefore innovative and relevant and whilst there is a great emphasis on English, Maths, 



 

 

 

Science, Humanities and Languages, this is balanced by a promotion of and dedication to the arts 

and creativity. 

As a learning community, academic achievement is of course incredibly important. Of equal 

importance is helping our students to develop strong values and therefore our curriculum is driven 

by our Co-operative values of Equality and Equity, Responsibility, Democracy, Solidarity and Self-

Help, which support our young people in gaining a strong sense of their place in their local, 

national and global communities. In addition, student leadership is a driving force within the 

school community and is a further opportunity for our students to acquire the skills and 

confidence needed to be the leaders of the future, in a diverse and competitive world. 

We are immensely proud of the achievements of all our students and celebrate their successes 

at every opportunity. These successes are built on a genuine partnership between students, the 

school, parents/carers and the community. Our school is at the heart of its community and on 1st 

April 2013 we became a Co-operative Trust school - part of the Letchworth Garden City Education 

Partnership - which provides many exciting opportunities for our staff and students to work with 

our partner organisations. We are also part of a Teaching Alliance with other schools across North 

Hertfordshire. 

At Highfield, we offer a happy and a positive learning environment where staff and students enjoy 

working and learning together. We are very proud of the excellent relationships that exist; 

relationships based on respect and consideration for others. We firmly believe that this provides 

a safe and secure learning environment for all our young people. 

 

School Ethos 

Our ethos is of challenge and support, fulfilling potential and taking advantage of the many 

educational opportunities we provide our students. We have our eye on the future, aiming to be 

innovative in our approaches, whilst not losing sight of the traditional values that provide the 

foundation for any successful school. 

 

Values 

❖ Self-Help  Having high expectations of ourselves, including all aspects of our    

                                   Behaviour for Learning 

 

❖ Equality & Equity Respecting and supporting everyone’s equal right to a safe, calm  

                                   and ordered learning environment 

 

❖ Democracy  Taking part in the democratic processes and opportunities 



 

 

 

 

❖ Self-responsibility Taking responsibility for, and accepting the consequences of our  

actions 

 

❖ Solidarity  Being part of our community, respecting others, property and our  

environment 

 

 

 

Attendance 

Students need to arrive at school in time for Registration. Registration is at 8.20am. 

As a school, we place great importance on attendance and expect that all our students will achieve 

an attendance level of at least 96% each academic year.  It is through good attendance that 

students can make the most of the opportunities that school has to offer, enabling them to achieve 

their full potential.  There is a strong statistical link between attendance and attainment.  This 

table highlights percentage attendance and how it relates to the number of days and lessons 

missed.  17 missed school days means that a whole GCSE grade may be dropped. 

  

Attendance 

% 

= number 

of days 

absent 

Approximate 

number of 

weeks 

= number of 

lessons 

missed 

90% 19 days 4 weeks 114 lessons 

85% 29 days 6 weeks 174 lessons 

80% 38 days 8 weeks 228 lessons 

Regular and punctual attendance is very important and is a legal requirement for children of 

compulsory school age registered at a school. As a Hertfordshire School we operate a Penalty 

Notice process for unauthorised absence.  If you are having problems getting your child to school, 

please contact the Attendance team to arrange a meeting. 

  

THE EDUCATION (PENALTY NOTICE) (ENGLAND) REGULATIONS 2007 

If the number of unauthorised absence sessions reaches 15 or more in the current and/or previous 

term, the Local Authority may issue the parent with a Penalty Notice.  The Penalty Notice requires 



 

 

 

the parent or carer to pay a fine of £60 within 21 days.  If this fine is not paid within the time limit 

the penalty rises to £120 which must be paid within 28 days.  If the parent or carer does not pay 

the fine they will be liable for prosecution for this offence.  Please note: a session is half a day of 

unauthorised absence. 

   

Absence from school 

Absence from school should be minimal, and only where there is good reason.  It is important 

for students to achieve 100% attendance.  However, if your child is ill, we have a duty as a 

school to ensure that the absence is recorded and monitored. 

 

It is therefore important that any absence is notified to the school by contacting 

absence@highfield.herts.sch.uk or leaving a message on 01462 705104. 

 

When it is essential to attend a medical appointment during school time, it is important that a 

letter from parents/carers is shown to the Form Tutor prior to the appointment.  Please try to 

book appointments wherever possible outside school hours and send a copy of the letter 

provided by the Medical Professional where appropriate. 

 

Illness /Accident in School 

If your child is taken ill in school, they will be attended to by a qualified first aid member of staff 

and taken to the Medical Room at the school reception.  A member of the school admin team 

will contact you if it is deemed appropriate for your child to go home or if they require additional 

medical attention.  Your child must not make contact with you themselves as we have a no 

mobile phone policy in school for safeguarding reasons. 

 

Medication 

Prescribed medication only can be held in reception by the First Aid Team - and in order for it to 

be administered, parental consent needs to be in place.  It is always preferable if possible to 

arrange for medication to be administered around the school day.  Students must not carry 

medication on themselves during the school day.  

 

Should you need to arrange for your child to have medication kept and administered in school 

please contact admin@highfield.herts.sch.uk and the Welfare and First Aid Admin Assistant will 

contact you to arrange the necessary consents. 

 

mailto:absence@highfield.herts.sch.uk
mailto:admin@highfield.herts.sch.uk


 

 

 

Absence from school - non medical 

In accordance with Government legislation in place since September 2013, The Headteacher 

will not grant any leave of absence during term time unless there are exceptional 

circumstances. It is strongly discouraged that students take time off school during term time 

except for truly exceptional circumstances.  Parents do not have the right to take children on 

holiday or on any other social activity during term time.  Absence of this nature undermines the 

ethos of the school and is proven to lead to student underachievement.    

The School Day 

The school day consists of 5 x 1 hour lessons: 

07.50 – 08.15 Breakfast Club  (currently not available due to Covid) 

08.15    Arrive at school 

08.20 Registration 

08.30 – 08.50 Tutor time/Assembly 

08.50 - 09.50 Lesson 1 

09.50 - 10.50 Lesson 2 

10.50 - 11.10 Break 

11.10 - 12.10 Lesson 3 

12.10 - 13.10 Lesson 4 

13.10 - 13.50 Lunch 

13.50 - 14.50 Lesson 5 

14.55 End of Day - home  
or 
Attend Extra-curricular club 

 



 

 

 

Timetable 

At The Highfield School, a two week timetable is in operation. 

Top Tip:  keep a copy of your timetable displayed in a prominent place and colour the 

days/lessons when you need to take kit/specific equipment to school.  We would also 

recommend that when you receive your timetable on your first day, that you take a photo of it 

with your iPad so that you always have it for reference. 

Lunchtime Arrangements 

Your child has the option to either choose to have a school meal or to bring a packed lunch.  

Lunch can be eaten either in the school canteen on a first-come, first served basis, or at an 

outdoor seating area. 

 

The canteen is also open during morning break to purchase snacks and drinks and there is also 

access to a hot drinks machine.  We operate a cashless catering system, which parents can top-

up electronically via WisePay.  

Details of eligibility for Free School Meals and how to apply will be provided 

If you are currently in receipt of Income Support, Income-based Jobseekers Allowance, Income-

Related Employment Support Allowance, Support under Part VI of the Immigration and Asylum 

Act 1999, the guaranteed element of State Pension Credit or Child Tax Credit with an annual 

taxable income of no more that £16,190 and not in receipt of Working Tax Credit, working Tax 

Credit run-on, or Universal Credit you may apply for Free School Meals. 

 

You can find more information regarding Free School Meals along with a link to the online 

application form, on the Hertfordshire County Council website: www.hertfordshire.gov.uk 

 

If your child is eligible for Free School Meals, they may also be entitled to further funding paid to 

school to boost their learning.  Details of eligibility for this funding can be found on the 

Hertfordshire County Council website www.hertfordshire.gov.uk 

 

Allergy Awareness 

There are children at The Highfield School with life-threatening allergies to certain foods.  To 

minimise the risk around food allergies, particularly nuts and sesame, The Highfield School is a 

NUT & SEED FREE site. 

http://www.hertfordshire.gov.uk/
http://www.hertfordshire.gov.uk/


 

 

 

Extra-Curricular Clubs 

Extra-curricular activities are a strength of The Highfield School. We offer an exciting and 

extensive range of extra-curricular opportunities for all of our students throughout the year, 

which all departments contribute to. 

The following is an indication of the opportunities available: 

● regular visits to museums, exhibitions and theatres 

● residential trips, both in the UK and abroad 

● instrumental and vocal music lessons, activities and performances 

● practices and competitions in a wide range of sports 

● lunch and after school clubs from writing club to chess 

● charity and community work 

● student leadership opportunities 

● drama productions 

● ground projects such as gardening 

Music 

There is the opportunity for your child to develop their music talents during school time; learning 

a wider range of instruments or vocal lessons with a team of peripatetic teachers who visit the 

Music Department each week. These lessons are arranged directly by parents with the Herts 

Music Service. 

 

In order to start lessons, parents need to register and sign up to Herts Music Service: 

http://www.hertsmusicservice.org.uk/music-lessons 

 

English:  Bedrock Vocabulary 

At The Highfield School, we feel passionately about improving literacy standards of all our 

students and have invested in an innovative literacy improvement tool called Bedrock 

Vocabulary. 

 

In September your child will be provided with login details for the website and they will be slowly 

introduced to the system.  The programme consists of  reading material and vocabulary building 

exercises through interactive approaches, including visual and oral reinforcements. 

 

http://www.hertsmusicservice.org.uk/music-lessons


 

 

 

As parents/carers, you will be able to log on and see how your child is progressing. You will be 

able to see the vocabulary your child is learning, which we would like to encourage you to use in 

conversation at home.   

Design & Technology 

Materials used within the school day are free but this department extends the delivery to provide 

high quality finished end products which students will bring home. 

 

In Food Technology, whilst students will be provided with their recipes and will need to source 

their ingredients, provision is made in terms of items such as cooking oil, salt etc.   

 

In Design Technology, students will experience working with woods, metals and plastics to 

make a variety of artefacts.  They will learn graphic drawing techniques, textile techniques and 

skills and learn how to use a variety of machinery. 

 

The department requests a voluntary contribution of £15 to support the additional resources 

required to deliver this enriched learning experience. 

 

 

 

 

 

 

 

 

Uniform 

A high standard of uniform is expected at all times; throughout the school day and to and from 

school.  All uniform items should be clearly named, so that we can return any items to students, 

should they be mislaid.   

 

Highfield specific/logo uniform items[**] are available from:  

Beat School Uniforms:    www.beatschooluniforms.co.uk          0203 362 2930 

 

The Uniform Monkeys:    www.theuniformmonkeys.co.uk          07828 148179 

 

 

**Shirt                          White aertex collared polo shirt with school logo 

http://www.beatschooluniforms.co.uk/
http://www.theuniformmonkeys.co.uk/


 

 

 

**Sweatshirt                  Navy jumper with school logo 

Skirt                                    Plain black or grey knee-length skirt, knife or box pleated.  

(skirts that are straight, tight, wrap-over and/or shorter than knee-

length are not permitted) 

 

Trousers                           Plain black or dark grey full length parallel trousers, boot cut,  

straight leg. (tight, lycra stretch leggings, skinny fit, pleats, 

creases, buckles, flares, splits or cropped trousers are not 

permitted) 

Socks                                  Black, mid-grey, navy or white 

Footwear                         Black leather or synthetic leather like shoes of a sensible style at 

all times including to and from school.  (Trainers or trainer like   

shoes are not permitted) 

Outdoor Coat                 Dark, plain coloured coat without labels for outdoor wear only. 

Jewellery   A simple wristwatch, a small finger ring and one pair of small  

stud earrings in the lower lobe may be worn.  No other jewellery is  

to be worn 

 

Hair    Hair must be tidy.  Long hair (below shoulder length) should be  

tied back safely.  No hair cut should be less than a “Number 2” on  

any part of the head. 

Extremes of hair fashion and unnatural colour are not acceptable. 

If unsure, check with the Pastoral Team. 

 

Fingernails   Fingernails should remain natural for school with no varnish  

applied.  Acrylic, dip powder polymer or gel nails are not  

Permitted.  

 

Mobile Phones  Mobile phones are not permitted.  Must be switched off and at  

the bottom of  bags or in a locker at all times including break 

and lunchtime, and whilst on the school site.  Please see the  

Acceptable Use Agreement in the Appendices of this booklet for 

further details. 

 

 

Electronic Equipment School iPad only to be brought into school.  All other items 

such as MP3 players, iPods, digital cameras and smart  

watches are banned from school site.  Earphones should only be 

used when directed to for learning purposes - they must be in 

bags at all other times. 



 

 

 

PE Kit 

 

❖ ** Navy polo shirt with Highfield logo 

❖ ** Navy ¼ zip jumper with Highfield logo 

❖ ** Navy football/rugby socks (Highfield logo) 

❖ White sports socks 

❖ Navy shorts (no logo) 

❖ Navy tracksuit bottoms, plain no logo or **Navy leggings with Highfield logo 

❖ **Navy sports skort (optional) 

❖ Shin pads (compulsory) 

❖ Gum shield (compulsory) 

❖ Football boots 

❖ Appropriate sports trainers with non marking soles 

 

All students must change into PE Kit even if they are not participating in the lesson, 

unless otherwise agreed with the PE Teacher. 

It is strongly recommended that students wear the rugby shirt (not the crew neck 

sweatshirt) when taking part in full contact rugby during PE lessons. 

Equipment 

iPads will become one of  the students' primary pieces of equipment from September 

2021.  As a device that is very popular with young people, the educational value that it brings is 

being embraced by Highfield throughout the curriculum. 

Full details of the iPad Scheme are being provided within a comprehensive guide which will be 

disseminated to you. 

The school is able to provide the device at a subsidised cost, which will include the security of 

School Device Management, a sturdy protective case, stylus pen and maintenance. It has been 

our aim for the devices to be available for every student and they will be offered at an annual 

cost of £50, with the option to purchase at the end of the scheme if they are leaving after Y11 or 

renew for 6th Form. 

 

Equipment List: 

★ iPad and protective case  (fully charged), as provided by the school 
★ Earphones 
★ Strong, plain waterproof bag - sports bag or rucksack (no handbags) 
★ Reading book 



 

 

 

 
The school is currently sourcing a new range of student equipment, with final prices being 
negotiated.  Details will be disseminated together with ordering/payment methods in the very near 
future. 
 

STUDENT BASIC STATIONERY KIT: 
 

★ Clear Pencil Case (exam standard) 
★ Blue/Black/Green pen 

★ 2 x Pencil 

★ Pencil Sharpener 

★ 30cm ruler 

★ An eraser 

★ Set of coloured pencils 

★ Glue stick 

Available to purchase from 
school:  £1.00 

MATHS STATIONERY KIT: 

★ Basic Stationery kit +  

★ A set of compasses 

★ A protractor 

★ 45 degree set square 

★ 60 degree set square 

 

Available to purchase from 
school:  £1.50 

COMPLETE STUDENT PACK 
 [packaged in cotton Highfield totebag]: 

★ Includes basic & maths kits detailed above + 

★ A scientific calculator (Casio FX85GT) 

★ Apron - food technology 

Available to purchase from 
school:  £20.00 
 
 

 

 

The House System 

ARMSTRONG 
 
 

BABBAGE CURIE EINSTEIN 

 

The four “Houses” are named in recognition of Scientists and Mathematicians.  On joining 

Highfield your child will be assigned to one of the Houses. 



 

 

 

Throughout the year there will be various opportunities to take part in Inter-House competitions 

and challenges.  All of our staff are also associated with a house. In the 6th Form there are 

opportunities to become House Leaders. 

Home Learning 

In order for students to be successful in their studies, there is an expectation for some additional 

time to be spent on the work they have been studying during lessons.  Home learning is integral 

to the success of school learning.  We use an online tool called “Show my Homework” which will 

allow you to see the details of the task your child has been set along with resources and 

supporting material provided by the teacher. 

Google Classroom:   

Purpose:  It helps students to develop independent working practices, which they will now be 

well accustomed to.  It is an essential part of their curriculum and can provide the opportunity to 

consolidate learning from the classroom, prepare for subsequent lessons and develop their own 

thinking and ideas as well as submit pieces of work online.  This will be seamlessly integrated 

into the iPad and help students stay organised and used in conjunction with many other apps in 

our blended learning approach. 

Space:  if possible, a desk in a warm, comfortable, quiet space is well suited for home learning 

(away from the television or other distractions).  Take an interest in the home learning and help 

to test them and listen to what they have been learning at school. 

Home learning may be set in a range of formats including: 

❖ Revising for a test 

❖ Completing challenges 

❖ Preparing for an oral presentation 

❖ Reading/Learning new vocabulary 

❖ Researching & developing a piece of written work 

❖ Researching a practical project 

❖ Drawing a picture 

❖ Writing about an experiment 

There are also various homework clubs available after school in the library and computer 

rooms. 

Special Educational Needs 

The Highfield School  is committed to meeting the additional needs of all learners regardless of 

their ability, gender, social background, ethnicity or language. We pride ourselves on our ability 

to work proactively in providing support for learners whether their additional needs are short 



 

 

 

term or lifelong.  Our work dovetails with the pastoral and academic ethos of the school and 

aims to move students towards achieving independence in learning for life. 

For further details, please refer to the school website:  

https://www.highfield.herts.sch.uk/learning-development 

 

Expectations of Conduct 

The Highfield School has key expectations of all students and recognises that it is important to 

recognise both good behaviour and examples of outstanding contribution to school life, but also 

to give sanctions for poor choices leading to poor behaviour and therefore a consequence. 

Our promotion of positive behaviour is based on the school values: 

❖ DO be prepared for lessons with all necessary equipment, sitting in your seating plan 

❖ DO be on time to registration and lesson 

❖ DO wear correct uniform at all times 

❖ DO move around school calmly, keeping to the left, entering and leaving classrooms in 

an orderly fashion 

❖ DO put litter into the bins and help to keep The Highfield site litter free 

❖ DO be respectful of and listen and follow instructions of adults in the school 

❖ DO challenge yourself to achieve your very best class work and home learning 

❖ DO be respectful of yourself and others at all times 

Good Choices:  REWARDS 

Students can be rewarded for: 

★ Student of the lesson 

★ Student of the half term for each subject 

★ Head of House Awards for Best Tutor Group and Tutee of the Half Term 

★ Sixth Form Ambassador Awards 

★ Celebration & Awards Evening Awards 

★ Rewards Ladder Prizes 

The Highfield School:  REWARDS LADDER 

 

Daily 
Rewards 

Good work/behaviour/ 
attitude in school/home learning - 
including tutor time 
 

Completion of additional / 
extension tasks 
 
 

Student of the lesson - 
including tutor time 
 
 
 

https://www.highfield.herts.sch.uk/learning-development


 

 

 

Weekly 
Rewards 

Positive call / letter home for good effort 
/ behaviour in lesson - including tutor 
time 
 

Promoting school values 
 
 
 

Tutee of the fortnight + 
certificate 
 
 
 

 

Termly 
Rewards 

Student of the 
Term 
 
 
 
 

Regular 
attendance at clubs 
 
 
 

No Lates to tutor 
or lessons in a 
term 
 
 
 

No behaviour 
points or 
homework 
detentions in a 
term 

Excellent 
attendance 
over the term 
 
 

 

Annual 
Rewards 
 
 
 

Extra curricular 
Attendance Award 
100% attendance over 
the year 
 

Outstanding contribution to 
School 

Community 
Recognition Award 

Exceptional 
contributions to 
House/Year 

Poor Choices:  SANCTIONS 

 

The Highfield School:  BEHAVIOUR LADDER 

  

W ● Disruption of Teaching and Learning or inadequate work 
● Defiance 
● Lateness to lesson or school 
● Failure to bring equipment/iPad/books/ingredients/PE Kit (1st 

offence 
● Inappropriate behaviour around school 
● Having a banned item/inappropriate school uniform 
● First/second confiscation of mobile phone 

 
1st Verbal Warning 
 
If in class: name on board.  
Items/Phones confiscated 

L1 
 

● Continued disruption of Teaching and Learning or inadequate 
work 

● Continued defiance 
● Casual/non directed swearing 
● Continued lateness to lesson or school (twice in a half term) 
● Continued failure to bring 

equipment/iPad/books/ingredients/PE Kit  
● Continued inappropriate uniform 
● Chewing gum 
● Eating outside of designated eating areas 
● Out of bounds on site 

 
Half Hour After School 
Detention 

 
If in class:  name on board, 
SIMS log by teacher 



 

 

 

L2 ● No homework without good reason 
● Persistent Level 1 behaviour 
● Dangerous behaviour 
● Hurtful behaviour towards another student, including online 
● Casual/non directed prejudice based language 
● Inappropriate use of ICT equipment 
● Failure to attend L1 detention 
● Third confiscation of banned items 
● Any association with smokers 
● Inappropriate behaviour in, around or outside school after 

investigation 

 
One Hour After School 
Detention 

 
If in class:  name on board, 
SIMS log by teacher 

L3 
Detention 

● Failure to attend L2 detention 
● Disruption of detention 
● Truancy/Out of bounds - including off site at break/lunch 

without pass 
● Persistent confiscation of banned items 
● Multiple sanctions received in one day 

Two Hour After School 
Detention 
 
If in class:  name on board, 
SIMS log by teacher 

L3 ● Serious defiance 
● Removal from lesson 
● Rudeness towards a member of staff 
● Incorrect school uniform 
● Smoking 
● Racist, sexist, ableist, homophobic, biphobic, transphobic 

behaviour or religious discrimination 
● Repeated hurtful behaviour (bullying), including online 
● Damage to property 
● Serious dangerous behaviour 
● Serious hurtful behaviour, including onlineMulti-

sanctions/poor report scores 
● Failure to attend L3 detention 

 
 
Reflection Time 
 
 

Pending investigation, the 
sanction will be at the 
discretion of the Pastoral 
Team 

L4 ● Persistent refusal to follow the Expectations of Conduct 
● Sexual misconduct 
● Substance abuse 
● Possession or under the influence of inappropriate 

substances 
● Persistent bullying or a single case of extreme bullying, 

including online 
● Bringing an offensive weapon on to the school site 
● Severe racist, sexist, ableist, homophobic, biphobic, 

transphobic behaviour or religious discrimination 
● Theft 
● Swearing/name calling directly or indirectly at a member of 

staff 
● Deliberate damage or vandalism 
● Actual or threatened violence against a student or member of 

staffBringing the school into disrepute (including behaviour 
utside school) 

● Making malicious allegations against a member of staff 

 
 
Exclusion 
 
 
Pending investigation, the 
sanction will be at the 
discretion of the 
Headteacher 
 

 Please note:  The Behaviour Ladder is designed to be a guide.   

Communication 

SCHOOLCOMMS 



 

 

 

The Highfield School uses a portal called Schoolcomms to communicate between school and 

home. 

It provides an effective and real-time link between the school and home and vice-versa.  It 

enables you to receive all your written communications from school quickly and reliably. 

Letters will be sent by email to your inbox and short text messages to your mobile phone 

You can also choose to load the School Gateway app onto your device, instead of texts you will 

receive app messages. 

You will: 

● Receive emails from us and be able to reply to the messages 

● Receive text messages from us and be able to reply to the text message 

● Be able to send email/text messages to school 

We will use Schoolcomms to: 

● Send you progress reports 

● Contact you regarding absence 

● Contact you to advise of detentions 

● Send you correspondence 

Schoolcomms is registered with the Data Protection Act.  All information you provide will be kept 

private and will not be passed to any other organisations.  Your details will only be used for the 

purpose of school business.  You will not receive any SPAM or marketing materials. 

The system relies on email and text messaging, it is therefore vital that we have your up 

to date email address and mobile phone number. 

 

Other Communication Methods [links] 

 

❖ School Website:  latest news and practical information for parents.  

https://www.highfield.herts.sch.uk/ 

❖ Social Media:  

Twitter: www.twitter.com/highfieldschool 

Facebook: www.facebook.com/thehighfieldschool 

❖ School Newsletter  https://www.highfield.herts.sch.uk/news-archive 

❖ Operoo:  the school will be gathering our new students' details via a new platform 

called “Operoo”.  This will relieve parents of endless paper forms to complete and 

return.  You will receive everything digitally, starting with the Highfield Secondary 

https://www.highfield.herts.sch.uk/
http://www.twitter.com/highfieldschool
http://www.facebook.com/thehighfieldschool


 

 

 

Data Collection Form which really is your first priority to get back to us at your 

earliest convenience.  We will then continue to send you the other important 

details, for example iPads, medical info and ordering equipment very shortly 

thereafter to ensure that you have all the information to hand to be Highfield 

ready.  

General Information 

Lockers 

It is advisable to obtain a locker for your child for the safekeeping of their personal belongings. 

Lockers are available to students for a fee of £25 paid via Wisepay.  Your child will be issued a 

key to their locker at the beginning of the school term and will retain this locker until the end of 

Year 11.  Should your child lose their locker key a charge of £5 will be made for a replacement 

and invoiced via Wisepay. 

£5 will be refunded at the end of Year 11 on the safe return of the key to school. 

Bicycles 

We strongly encourage students to make their way to and from school independently wherever 

possible.  Should your child wish to cycle to and from school, parents are responsible for 

ensuring that the bike is roadworthy (including lights for winter months) and for their child to 

wear a suitable cycle helmet 

Students are required to wear a bike helmet.  Cycling is not permitted on the school site for 

the safety of everyone.  Secure bike racks are available on site but students must provide their 

own bike lock.  

Electric Scooters/Skateboards are not permitted on the school site. 

Property & Lost Property 

All personal property should be clearly marked with your chllds’ name and kept secure in their 

locker.   Please refrain from bringing high value items into school. If your child loses any 

personal belongings, they should go to the school reception. 

Please be advised that the school cannot accept responsibility for the loss of or theft of personal 

items brought onto site including, but not restricted, to bicycles, mobile phones, etc. 

Complaints 

We hope that you will be very satisfied with the care we take of your child. 



 

 

 

However, should you wish to raise a concern or make a complaint, the procedure would be to 

contact the teacher concerned initially.  Should the matter remain unresolved, the Head of 

Department or Head of Year should be consulted.  Thereafter, the link member of the Senior 

Leadership Team would become involved, followed by the Headteacher if necessary.  In the 

unlikely event that the matter is not resolved at that stage, you would be able to approach the 

Governors.  A full copy of the Complaints Procedure is available on the school website: 

https://www.highfield.herts.sch.uk/policies. 

 

Parent Teacher Association/Friends of The Highfield School 

Throughout the new academic year, The Highfield School are keen to see the establishment of 

a new innovative body of members to support the school in providing fundraising events and 

exciting community activities.  

Further information will be released in the new academic year and we hope many of you will 

wish to join our new association. 

 

Parent Checklist 

 

School System Action Required Done 

Operoo You will receive an email from Operoo, inviting you 
to register and set up a Student Profile. 
Please then expect to receive the Highfield 
Secondary Data Collection form.  Please respond to 
this at your earliest convenience.   

 

Policies and 
Supplementary Information 
& Consents 

Please ensure you and your child read and 
understand the policies below: 
Specific questions will be asked within the Highfield 
Data Collection Form to seek your understanding 
and consent to these policies. 
[1]  Online Safety Acceptable Use Agreement - 
Parents and Students consent 
[2] Biometric Consent - Cashless Catering 
Fingerprint System 
[3]  School Photographs, Social Media, Videos and 
Audio Recordings, Publicity and Promotional 
Material 
[4]  Consent for School Trips and Other Off-site 
Activities 
[5]  Student Privacy Notice 

 



 

 

 

 

  

Schoolcomms Register - details to follow  

Wisepay Register - details to follow  

Medical Information Medical Information Form via Operoo, following Data 
Collection 

 

iPad Annual Contribution Sign Agreement - iPad - details to follow 
Invoice via Wisepay 

 

ADT Annual Contribution Invoice via Wisepay  

Locker Application Contribution Complete and submit Locker Application Form via 
Operoo - details to follow 
Invoice via Wisepay 

 

Student Stationery Kit 
Student Full Equipment Kit 

Final details will be provided with full details of how to 
submit your orders 

 

Calendar Dates 2021 -2022 

https://www.highfield.herts.sch.uk/schoolcalendar 

 

Key dates: 

Thursday 8th July 2021    Moving Up Day 

  

Monday 9th - Friday 13th August 2021  Summer School 

 

 

Autumn Term 2021 

Thursday 2nd September 2021 Terms Starts for Years 7, 10 & 12 

 

Friday 3rd September 2021  Term starts for all year groups 

 

25th  - 29th October 2021  Half Term 

 

Friday 17th December 2021  Last Day of Term - early close 

 

 

Spring Term 2022 

Thursday 6th January 2022  Spring term starts for all year groups 

 

14th - 18th February 2022  Half Term 

 

Friday 25th February 2022  INSET Day - No Students in School 

https://www.highfield.herts.sch.uk/schoolcalendar


 

 

 

 

Friday 1st April 2022   Last Day of Term - early close 

 

 

Summer Term 2022 

Tuesday 19th April 2022  Summer term starts for all year groups 

 

Monday 2nd May 2022  Bank Holiday 

 

30th May - 3rd June 2022  Half Term 

 

Thursday 21st July 2022  Last Day of Term 

 

 

 

Policies and Supplementary Information 

The following pages detail various policies and supplementary information that is 

important for both parents and students to read and understand.  Please take time to 

read them carefully.  Many sections require additional signatures and consents by both 

parents and students which will be gathered “electronically” via the “the Highfield 

Secondary Data Collection Form (via Operoo) 

[1] Online Safety Acceptable Use Agreement Secondary Students 

       

● I will only use school IT equipment for school purposes. 

● I will not download or install software on school IT equipment. 

●  I will only log on to the school network, other school systems and resources using 

my own school user name and password. 

●   I will not reveal my passwords to anyone other than a parent/carer. 

● I will not use my personal email address or other personal accounts on school IT 

equipment. 

● I will make sure that all my electronic communications are responsible and 

sensible. 

●  I understand that everything I search for, access, post or receive online can be 

traced now and in the future.  My activity can be monitored and logged and if 

necessary shared with teachers, parents/carers and the police.  I know it is 

essential that I build a good online reputation.   

●  I will not browse, download, upload or forward material that could be considered 

offensive or illegal.   If I accidentally come across any such material I will report it 



 

 

 

immediately to a member of staff if I am in school, or parent/carer if I am not in 

school. 

●  I will not give out my own or others’ personal information, including: name, phone 

number, home address, interests, schools or clubs or any personal image.  I will 

report immediately any request for personal information, to a member of staff if I 

am in school or parent/carer if I am not in school. 

●   I should never post photographs, videos or livestream without the permission of 

all parties involved. 

●   I will not upload any images, videos, sounds or words that could upset, now or in 

the future, any member of the school community, as this is cyberbullying.  This 

includes prejudice based content such as racist, sexists, ableist, homophobic, 

biphobic, or transphobic content and religious discrimination. 

●  I will be respectful to everyone online; I will treat everyone the way that I want to 

be treated. I will ensure that all my online activity, both in and outside school, will 

not cause distress to anyone in the school community or bring the school into 

disrepute. 

● I will not respond to hurtful behaviour online but will report it.  I have the right to 

block and will say no to any inappropriate or upsetting request. 

● I will respect the privacy and ownership of others’ work online and will adhere to 

copyright at all times. 

● I will not attempt to bypass the internet filtering system in school. 

● I will not assume that new technologies can be brought into school and will check 

with staff before bringing in any device. 

● I will not lie about my age in order to sign up for age inappropriate games, apps or 

social networks. 

● I understand that not everything I see or hear online is true, accurate or genuine.  

I also know that some people on the internet are not who they say they are and 

may have ulterior motives for assuming another identity that will put me at risk.  I 

will gain permission from parents/carers before arranging to meet someone I only 

know on the internet. 

● I understand that these rules are designed to keep me safe now and in the future.  

If I break the rules, teachers will investigate, I may be disciplined and my 

parents/carers may be contacted.  If I break the law the police may be informed. 

  Dear Parent/Carer, 

The internet, email, mobile technologies and online resources have become an important part of 

learning and life.  We want all students to be safe and responsible when using any IT.  It is 

essential that students are aware of online risk, know how to stay safe and know where to go to 

report problems and access support. 

Students are expected to read and discuss this agreement with you and then sign below to show 

they will follow the terms of the agreement.  Any concerns or explanation can be discussed with 

the tutor. 



 

 

 

Student agreement 

Student name…………………………………………………………………………  

I have discussed this agreement with my parents/carers and understand the commitment I have 

made and my responsibilities. 

Student signature…………………………………………………………………….. 

A question will be sent within the Highfield Secondary Data Collection Form (via Operoo) 

to request confirmation that the Schools Online Safety Acceptable Use has been read and 

understood. 

 Parent(s)/Carer(s) agreement 

 Parent(s)/Carer(s) name(s)………………………………………………………. 

I/we have discussed this agreement, which highlights the associated risks when accessing the 

internet, mobile and digital technologies, with our child.  I/we agree to support them in following 

the terms of this agreement. 

 I/we also agree not to share school related information or images online or to post material that 

may bring the school or any individual within it into disrepute. 

(Rather than posting negative material online, any parent, distressed or concerned about an 

aspect of school should make immediate contact with a member of staff.  Negative postings about 

the school would impact on the reputation of the whole school community.  Parents are 

encouraged to report breaches so that we can protect the reputation of the school, staff, students 

and parents.) 

I/we also agree only to use personal mobile phones and devices in designated areas of the school 

unless otherwise informed, e.g. for specific events and activities.  I/we understand that under no 

circumstance should images be taken at any time on school premises of anyone other than our 

own child/ren, unless there is a pre-specified agreement.   I/we understand that when on school 

premises but not in a designated area where phones can be used, they must be switched off and 

out of sight. 

 Parent(s)/carer(s) signature(s) …………………………………..………………… 

Date …………………………………………………………………… 

A question will be sent within the Highfield Secondary Data Collection Form (via Operoo) 

to request confirmation that the Schools Online Safety Acceptable Use has been read and 

understood. 

 

 



 

 

 

 

 

 

 

 

 

[2]  Biometric System for Catering  

The Highfield School operates a biometric system that is used by Catering and will potentially 

extend to the school shop.  This system has proved very successful in reducing queuing time, 

administration time, and the handling of cash for students, the catering team and our Finance 

Department.  

From 1 September 2013, as a result of the duties in the Protection of Freedoms Act 2012, schools 

can only lawfully process, or continue to process, a pupil’s biometric data with the written consent 

of at least one parent.  Additionally, consent given by one parent can be overridden if the other 

parent objects in writing.  Similarly, if your child objects, the school cannot collect or use his/her 

biometric information for inclusion on the automated recognition system.  You can also object in 

writing to the proposed processing of your child’s biometric information at a later stage or withdraw 

any consent you have previously given.  

Biometric information is information about a person’s physical or behavioural characteristics that 

can be used to identify them.  The School takes and uses information from your child’s finger for 

the purpose of providing your child with easy access to the cashless catering service.   The system 

takes measurements of your child’s finger and converts these measurements into a template (a 

string of numbers), which is then encrypted.  The data held cannot be used to recreate a 

fingerprint image, nor can it be used in a forensic investigation.  An image of your child’s 

fingerprint is not stored. The template is used to permit your child access to the catering system 

by placing their finger on a scanner at the till.  Once your child ceases to use the biometric 

recognition system, his/her biometric information will be securely deleted.  

The Highfield School will comply at all times with the Data Protection Act and with the guidance 

given by the Information Commissioner’s Office regarding the use of biometric data. The law 

places specific requirements on schools when using personal information, such as biometric 

information.  

You will understand that it would be very helpful to the Academy, and we believe to the students, 

if ALL parents were to grant this permission.  Please give consent to the processing of your child’s 

biometric information by the School or the purpose outlined in this document. 

Please give consent to the processing of your child’s biometric information for the 

purposes outlined in the Biometric System for use by Catering Team section of the 

Highfield Secondary Data Collection Form (via Operoo) 



 

 

 

 

[3] School Photographs, Social Media, Videos and Audio 

Recordings, Publicity and Promotional Material 

During the school year a variety of photographs and video and audio recordings are taken of 

students whilst they are working in class or participating in other activities including after-school 

clubs, trips, visits, performances, sporting fixtures, celebrations and other events that are held 

both within school and outside of school. 

A small selection of these are then used in communications that help us to promote the school. 

These include the school brochure/prospectus, school video, newsletter, website, social media, 

displays, leaflets, presentations, advertising, publicity (including articles in the press in recognition 

of a significant achievement) and communications that are produced by The Highfield School’s 

PTA. They may also be used as part of teaching resources or staff training either within school or 

at carefully selected conferences.  The school’s suppliers, for example, those that produce our 

printed materials and our website may also show examples of their work as part of their own 

promotional activity and this would, by default, include any images or recordings that are included 

in this work. 

Photographs, videos or audio recordings are always taken with great sensitivity and the school 

carefully selects those that are then used for these purposes. At no time are these files passed 

on to another organisation for reasons other than those expressed in this information. 

It is extremely important to us that we protect the welfare and safety of our students and therefore, 

to comply with the Data Protection Act, we will not permit any photographs or videos to be taken 

without the permission of the parent or carer.  We will also not permit any external organisations 

to take photographs or to make video or audio recordings of your child, regardless of their good 

intentions, unless they are in direct connection with the reasons that we have given within this 

document. If there are ever any circumstances that fall outside of the scope of this document then 

we will seek further written permission from you. 

We will take all reasonable measures to ensure that images are used solely for the purposes for 

which they are intended. However, please note that we cannot always guarantee this and 

therefore can take no responsibility for the way images are used by other websites or publishers 

or for any consequences arising from publication. 

If you are happy for your child to be photographed, videoed or recorded in this way then 

please complete the box titled School Photographs, Social Media, Videos and Audio 

Recordings, Publicity and Promotional Material in the Highfield Secondary Data Collection 

Form (via Operoo) to confirm that you are happy for images to be taken and used for the 

reasons stated above. 



 

 

 

If the form is not completed then the school will NOT be able to take any photographs, 

videos or audio recordings of your child, unless required by examination boards. 

  

[4] Consent for School Trips and Other Off-site Activities 

The Department of Education has advised that The Highfield School is now authorised to produce 

one consent form for school trips and other off-site activities which will be valid for the duration of 

your child’s time at The Highfield School. 

Please note that subject to Government guidance, students are offered numerous opportunities 

to take part in school trips and educational visits during their time at The Highfield School.  These 

are hugely popular and highly successful and we want as many students as possible to take part.  

However, students who do not follow the school’s Code of Conduct risk not being allowed to 

participate on school trips - they are a privilege not a right.  The final decision about whether a 

student will be allowed to take part in a school trip/visit always rests with the Trip Leader in 

consultation with the Headteacher. 

You will be notified of all school trips in advance.  Should you wish to withdraw your consent for 

your child to attend a particular trip, you may do so in writing addressed to the Trip Leader 

concerned.  Where a trip is optional, you will be given the opportunity to opt your child into this 

trip. 

We will send home any paperwork essential for a particular trip once it is established that your 

child will be attending. 

The contact information which we have on our system which you have previously supplied to the 

school will be used to contact you in the event of an emergency.  It is vital that if you do move or 

change any of your contact details, you should please inform the school as soon as possible. 

Please give consent for your child to attend school trips and other off-site activities on the 

Highfield Secondary Data Collection Form (via Operoo) 

 

 

 

 

[5] Student Privacy Notice - Data Protection Act 2018 

The Highfield School collects a lot of data and information about our students so that we can run 

effectively as a school.  This privacy notice explains how and why we collect students’ data, what 

we do with it and what rights parents/carers and students have. 



 

 

 

The Highfield School is a secondary Foundation school maintained by the Local Authority.  The 

school has a trust entitled the Letchworth Garden City Education Partnership. 

Herts for Learning are acting as the School’s Data Protection Officer, email: 

dpo@highfield.herts.sch.uk 

Why do we collect and use student information? 

 We collect and use student information under the following lawful bases: 

a.    where we have the consent of the data subject (Article 6 (a));  

b.    where it is necessary for compliance with a legal obligation (Article 6 (c));  

c.    where processing is necessary to protect the vital interests of the data subject or another 

person (Article 6(d));  

d.    where it 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 (Article 6 (e)). 

Where the personal data we collect about students is sensitive personal data, we will only process 

it where: 

a. we have explicit consent;  

b. processing is necessary to protect the vital interests of the data subject or of another 

natural person where the data subject is physically or legally incapable of giving 

consent; and / or  

c. processing is necessary for reasons of substantial public interest, on the basis of law 

which shall be proportionate to the aim pursued, respect the essence of the right to 

data protection and provide for suitable and specific measures to safeguard the 

fundamental rights and the interests of the data subject. 

Please see our Data Protection Policy for a definition of sensitive personal data. 

We use the student data to support our statutory functions of running a school, in particular: 

  

a.            to support student learning; 

b.            to monitor and report on student progress; 

c.            to provide appropriate pastoral care; 

d.            to assess the quality of our services; 

e.            to comply with the law regarding data sharing; 

f.             for the protection and welfare of students and others in the school; 

g.            for the safe and orderly running of the school; 



 

 

 

h.            to promote the school; 

i.              to communicate with parents/carers. 

 The categories of student information that we collect, hold and share include:  

a.    Personal information (such as name, unique student number and address);  

b.  Characteristics (such as ethnicity, language, gender, medical conditions, nationality, 

country of birth and free school meal eligibility);  

c.   Attendance information (such as sessions attended, number of absences and absence 

reasons)  

d.    Academic/assessment records  

e.    Relevant medical information  

f.     Child protection / safeguarding information  

g.    Additional educational needs information  

h.    Behaviour logs (including exclusion records) 

From time to time and in certain circumstances, we might also process personal data about 

students, some of which might be sensitive personal data, including information about criminal 

proceedings / convictions, information about sex life and sexual orientation, child protection / 

safeguarding.  This information is not routinely collected about students and is only likely to be 

processed by the school in specific circumstances relating to particular students, for example, if 

a child protection issue arises or if a student is involved in a criminal matter.  Where appropriate, 

such information may be shared with external agencies such as the child protection team at the 

Local Authority, the Local Authority Designated Officer and / or the Police.  Such information will 

only be processed to the extent that it is lawful to do so and appropriate measures will be taken 

to keep the data secure. 

  

We collect information about students when they join the school and update it during their time 

on the roll as and when new information is acquired. 

  

As the school has a cashless catering system, we also process biometric data about students 

where we have permission.  Please see our Data Protection Policy for more details about how we 

process biometric data. 

  

 

 

Collecting student information 
  

Whilst the majority of student 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 student information to us or if you have 

a choice in this. Where appropriate, we will ask parents/carers / students for consent to process 

personal data where there is no other lawful basis for processing it, for example where we wish 

to use photos or images of students on our website or on social media to promote school activities 



 

 

 

or if we want to ask your permission to use your information for marketing purposes.  

Parents/carers / students may withdraw consent at any time. 

  

When students are deemed to be old enough to make their own decisions in relation to their 

personal data, we will also ask the student for their consent in these circumstances.  This will 

usually be around the age of 13.  Although parental consent is unlikely to be needed, we wish to 

take a collaborative approach so we will keep parents/carers informed when we are approaching 

students for consent up to the age of 16.  Students with the maturity to make their own decisions 

about their personal data may withdraw consent if consent has previously been given. 

  

In addition, the School also uses CCTV cameras around the school site for security purposes and 

for the protection of staff and students.  CCTV footage may be referred to during the course of 

disciplinary procedures (for staff or students) or investigating other issues.  CCTV footage 

involving students will only be processed to the extent that it is lawful to do so.  Please see our 

CCTV policy for more details. 

  

Storing student data 

  

We hold student data until they reach the age of 25 or 35 for students with SEND. 

  

A significant amount of personal data is stored electronically, for example, on our MIS database.  

Some information may also be stored in hard copy format. 

  

Data stored electronically may be saved on a [cloud] based system which may be hosted in a 

different country. 

  

Personal data may be transferred to other countries if, for example, we are arranging a school 

trip to a different country.  Appropriate steps will be taken to keep the data secure. 

  

 

 

Who do we share student information with? 

 We routinely share student information with: 

·         schools that students attend after leaving us; 

·         our local authority (Hertfordshire); 

·         a student’s home local authority (if different); 

·         the Department for Education (DfE); 

·         school governors; 

·         exam boards. 

  



 

 

 

From time to time, we may also share student information with other third parties including the 

following: 

·         the Police and law enforcement agencies; 

·         NHS health professionals including the school nurse, educational psychologists; 

·         Education Welfare Officers; 

·         Courts, if ordered to do so; 

·         the Joint Council for Qualifications; 

·         Prevent teams in accordance with the Prevent Duty on schools; 

·         other schools, for example, if we are negotiating a managed move and we have your 

consent to share information in these circumstances; 

·          UCAS 

·         The Skills Funding Agency 

·         The Learning Records Service 

·         our legal advisors. 

Some of the above organisations may also be Data Controllers in their own right in which case 

we will be jointly controllers of your personal data and may be jointly liable in the event of any 

data breaches.  

In the event that we share personal data about students with third parties, we will provide the 

minimum amount of personal data necessary to fulfil the purpose for which we are required to 

share the data. 

 Why we share student information 

 We do not share information about our students with anyone without consent unless the law 

allows us to do so. 

 We share students’ 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 students with our local authority (LA) and the 

Department for Education (DfE) under section 3 of The Education (Information About Individual 

Students) (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. 

  

Youth support services 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools


 

 

 

What is different about students aged 13+? 

 Once our students reach the age of 13, we also pass student information to our local authority 

and / or provider of youth support services as they have responsibilities in relation to the education 

or training of 13-19 year olds under section 507B of the Education Act 1996. 

 This enables them to provide services as follows: 

·         youth support services 

·         careers advisers 

 A parent / guardian can request that only their child’s name, address and date of birth is passed 

to their local authority or provider of youth support services by informing us. This right is 

transferred to the child / student once he/she reaches the age 16. 

Our students aged 16+ 

We will also share certain information about students aged 16+ with our local authority and / or 

provider of youth support services as they have responsibilities in relation to the education or 

training of 13-19 year olds under section 507B of the Education Act 1996. 

 This enables them to provide services as follows: 

·         post-16 education and training providers; 

·         youth support services; 

·         careers advisers. 

  

For more information about services for young people, visit our local authority website. 

The National Student Database (NPD) 

The NPD is owned and managed by the Department for Education and contains information about 

students 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 students 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 

Students) (England) Regulations 2013. 

http://www.hertsdirect.org/services/youngpeople/
http://www.hertsdirect.org/services/youngpeople/


 

 

 

To find out more about the student 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-

student-database-user-guide-and-supporting-information. 

The department may share information about our students from the NPD with third parties who 

promote the education or well-being of children in England by: 

● conducting research or analysis; 

● producing statistics; 

● providing information, advice or guidance. 

The DfE 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:  

● who is requesting the data; 

● the purpose for which it is required; 

● the level and sensitivity of data requested; and 

● the arrangements in place to store and handle the data. 

To be granted access to student 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 student information, 

(and for which project), please visit the following website: 

https://www.gov.uk/government/publications/national-student-database-requests-received 

 To contact DfE: https://www.gov.uk/contact-dfe 

 Requesting access to your personal data 

Under data protection legislation, students, and in some circumstances, parents/carers, have the 

right to request access to information about them that we hold (“Subject Access Request”).  From 

the age of 13, we generally regard students as having the capacity to exercise their own rights in 

relation to their personal data.  This means that where we consider a student to have sufficient 

maturity to understand their own rights, we will require a Subject Access Request to be made by 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/contact-dfe
https://www.gov.uk/contact-dfe


 

 

 

the student and not their parent(s) on their behalf.  This does not affect any separate statutory 

right parents/carers might have to access information about their child. 

Subject to the section below, the legal timescale for the School to respond to a Subject Access 

Request is one calendar month.  As the School has limited staff resources outside of term time, 

we encourage parents/carers / students to submit Subject Access Requests during term time and 

to avoid sending a request during periods when the School is closed or is about to close for the 

holidays where possible.  This will assist us in responding to your request as promptly as possible.  

For further information about how we handle Subject Access Requests, please see our Data 

Protection Policy. 

Parents/carers of students who attend a maintained school have a separate statutory right to 

access their child’s educational record.  Upon receipt of a written request for a student’s 

educational record, the School will respond to it within 15 school days. This is an independent 

legal right of parents/carers which falls outside of the GDPR, therefore a student’s consent is not 

required even if a student is able to make their own decisions in relation to their personal data 

unless a court order is in place which states otherwise. 

The term “parent” is widely defined in education law to include the natural or adoptive 

parents/carers (regardless of whether parents/carers are or were married, whether a father is 

named on a birth certificate or has parental responsibility for the student, with whom the student 

lives or whether the student has contact with that parent), and also includes non-parents/carers 

who have parental responsibility for the student, or with whom the student lives.  It is therefore 

possible for a student to have several “parents/carers” for the purposes of education law. 

  

You also have the right to: 

·      object to processing of personal data that is likely to cause, or is causing, damage or 

distress; 

·        prevent processing for the purpose of direct marketing; 

·        object to decisions being taken by automated means; 

·  in certain circumstances, have inaccurate personal data rectified, blocked, erased or 

destroyed; and 

· claim compensation for damages caused by a breach of the our data protection 

responsibilities. 

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/ 

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


 

 

 

Contact: 

If you would like to discuss anything in this privacy notice, please email: 

dpo@highfield.herts.sch.uk 

  

[6] Privacy Notice for Parents/Carers of students attending The 

Highfield School 

The Highfield School collects data and information about parents / carers of our students so that 

we can operate effectively as a school.  This privacy notice explains how and why we collect 

parent / carer data, what we do with it and what rights parents have. 

The term “parent” is widely defined in education law to include the natural or adoptive parents 

(regardless of whether parents are or were married, whether a father is named on a birth 

certificate or has parental responsibility for the student, with whom the student lives or whether 

the student has contact with that parent), and also includes non-parents who have parental 

responsibility for the student, or with whom the student lives.  It is therefore possible for a student 

to have several “parents” for the purposes of education law.  This privacy notice also covers other 

members of students’ families who we may process data about from time to time, including, for 

example, siblings, aunts and uncles and grandparents. 

The Highfield School is a secondary Foundation school maintained by the Local Authority.  The 

school has a trust entitled the Letchworth Garden City Education Partnership. 

Herts for Learning are acting as the School’s Data Protection Officer, email: 

dpo@highfield.herts.sch.uk 

We collect and use parent / carer information under the following lawful bases: 

a.    where we have the consent of the data subject (Article 6 (a)); 

b.    where it is necessary for compliance with a legal obligation (Article 6 (c));  

c.    where processing is necessary to protect the vital interests of the data subject or another 

person (Article 6(d));  

d.    where it 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 (Article 6 (e)). 

Where the personal data we collect about parents / carers is sensitive personal data, we will 

only process it where: 

a. we have explicit consent;  



 

 

 

b. processing is necessary to protect the vital interests of the data subject or of another 

natural person where the data subject is physically or legally incapable of giving 

consent; and / or  

c. processing is necessary for reasons of substantial public interest, on the basis of Union 

or Member State law which shall be proportionate to the aim pursued, where we respect 

the essence of the right to data protection and provide for suitable and specific 

measures to safeguard the fundamental rights and the interests of the data subject. 

Please see our Data Protection Policy for a definition of sensitive personal data. 

We use the parent / carer data to support our functions of running a school, in particular:  

a.            to support student learning; 

b.            to monitor and report on student progress; 

c.            to provide appropriate pastoral care; 

d.            to assess the quality of our services; 

e.            to comply with the law regarding data sharing; 

f.             for the protection and welfare of students and others in the school, including our 

safeguarding / child protection obligations; 

g.            for the safe and orderly running of the school; 

h.            to promote the school; 

i.            to send you communications that may be of interest to you which may include 

information about school events or activities, news, campaigns, appeals, other 

fundraising activities; 

j.      in order to respond to investigations from our regulators or to respond to complaints 

raised by our stakeholders; 

k.        in connection with any legal proceedings threatened or commenced against the 

school. 

 The categories of parent / carer information that we may collect, hold and share include: 

a.      Personal information (such as name, address, telephone number and email address);  

b.  Information relating to your identity, marital status, employment status, religion, ethnicity, 

language, medical conditions, nationality, country of birth, free school meal / student 

premium eligibility / entitlement to certain benefits and information about court orders 

in place affecting parenting arrangements for students;  

c.    From time to time and in certain circumstances, we might also process personal data 

about parents / carers, some of which might be sensitive personal data, information 

about criminal proceedings / convictions or information about child protection / 

safeguarding.  This information is not routinely collected about parents / carers and is 

only likely to be processed by the school in specific circumstances relating to particular 

students, for example, if a child protection issue arises or if a parent / carer is involved 

in a criminal matter.  Where appropriate, such information may be shared with external 

agencies such as the child protection team at the Local Authority, the Local Authority 

Designated Officer and / or the Police.  Such information will only be processed to the 



 

 

 

extent that it is lawful to do so and appropriate measures will be taken to keep the data 

secure.] 

  

We collect information about parents / carers before students join the school and update it during 

students’ time on the roll as and when new information is acquired. 

  

Collecting parent / carer information 

  

Whilst the majority of information about parents / carers provided 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 parent / carer 

information to us or if you have a choice in this. Where appropriate, we will ask parents / carers 

for consent to process personal data where there is no other lawful basis for processing it.  

Parents/carers may withdraw consent given in these circumstances at any time. 

  

In addition, the School uses CCTV cameras around the front of the school and the cycle sheds 

for security purposes.  CCTV footage may be referred to during the course of disciplinary 

procedures (for staff or students) or to investigate other issues.  CCTV footage involving parents 

/ carers will only be processed to the extent that it is lawful to do so.  Please see our CCTV policy 

for more details. 

  

Storing parent / carer data 

  

A significant amount of personal data is stored electronically, for example, on our database, 

hosted in school SIMS.  Some information may also be stored in hard copy format. 

  

However, some data stored electronically may be saved on a cloud based system which may be 

hosted in a different country. 

  

Personal data may be transferred to other countries if, for example, we are arranging a school 

trip to a different country.  Appropriate steps will be taken to keep the data secure. 

We will only retain your personal information for as long as necessary to fulfil the purposes we 

collected it for, including for the purposes of satisfying any legal, accounting, insurance or 

reporting requirements. Details of retention periods for student records (in which your details are 

held) are in our Data Retention Protocol which is available on request from the School Office. To 

determine the appropriate retention period for personal data, we consider the amount, nature, 

and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure 

of your personal data, the purposes for which we process your personal data and whether we can 

achieve those purposes through other means, and the applicable legal requirements. 

  

In some circumstances we may anonymise your personal information so that it can no longer be 

associated with you, in which case we may use such information without further notice to you. 



 

 

 

Once you are no longer a parent / carer we will retain and securely destroy your personal 

information in accordance with our Data Retention Protocol. 

Who do we share parent / carer information with? 

 We routinely share parent / carer information with: 

 ·         schools that  students attend after leaving us; 

From time to time, we may also share parent / carer information with other third parties including 

the following: 

 ·         our local authority (Hertfordshire); 

·         a student’s home local authority (if different); 

·         the Department for Education (DfE); 

·         school governors / trustees; 

·         the Police and law enforcement agencies; 

·         NHS health professionals including the school nurse, educational psychologists, 

·         Education Welfare Officers; 

·         Courts, if ordered to do so; 

·         the Teaching Regulation Authority; 

·         Prevent teams in accordance with the Prevent Duty on schools; 

·         other schools, for example, if we are negotiating a managed move and we have your 

consent to share information in these circumstances; 

·         our legal advisors; 

·         our insurance providers / the Risk Protection Arrangement; 

Some of the organisations referred to above are joint data controllers. This means we are all 

responsible to you for how we process your data. 

In the event that we share personal data about parents / carers with third parties, we will provide 

the minimum amount of personal data necessary to fulfil the purpose for which we are required 

to share the data. 

Requesting access to your personal data 

 Under data protection legislation, parents / carers have the right to request access to information 

about them that we hold (“Subject Access Request”).  To make a request for your child’s personal 

data, or be given access to your child’s educational record, contact the School Office although 

any written request for personal data will be treated as a Subject Access Request. 

The legal timescales for the School to respond to a Subject Access Request is one calendar 

month.  As the School has limited staff resources outside of term time, we encourage parents / 

carers to submit Subject Access Requests during term time and to avoid sending a request during 



 

 

 

periods when the School is closed or is about to close for the holidays where possible.  This will 

assist us in responding to your request as promptly as possible.  For further information about 

how we handle Subject Access Requests, please see our Data Protection Policy (available from 

the School Office). 

 No fee usually required 

You will not have to pay a fee to access your personal information (or to exercise any of the other 

rights). However, we may charge a reasonable fee if your request for access is manifestly 

unfounded or excessive. Alternatively, we may refuse to comply with the request in such 

circumstances. 

What we may need from you 

We may need to request specific information from you to help us confirm your identity and ensure 

your right to access the information (or to exercise any of your other rights). This is another 

appropriate security measure to ensure that personal information is not disclosed to any person 

who has no right to receive it. 

You also have the right to: 

   ·         object to processing of personal data that is likely to cause, or is causing, damage or distress; 

·         prevent processing for the purpose of direct marketing; 

·         object to decisions being taken by automated means; 

·         in certain circumstances, have inaccurate personal data rectified, blocked, erased or 
destroyed; and 

·         claim compensation for damages caused by a breach of our data protection 
responsibilities. 

RIGHT TO WITHDRAW CONSENT 

In the limited circumstances where you may have provided your consent to the collection, 

processing and transfer of your personal information for a specific purpose, you have the right to 

withdraw your consent for that specific processing at any time. To withdraw your consent, please 

contact the School Office. Once we have received notification that you have withdrawn your 

consent, we will no longer process your information for the purpose or purposes you originally 

agreed to, unless we have another legitimate basis for doing so in law. 

DATA PROTECTION OFFICER 

Herts for Learning are acting as the School’s Data Protection Officer, email: 

dpo@highfield.herts.sch.uk to oversee compliance with this privacy notice. If you have any 

questions about this privacy notice or how we handle your personal information, please email: 

dpo@highfield.herts.sch.uk. You have the right to make a complaint at any time to the 



 

 

 

Information Commissioner’s Office (ICO), the UK supervisory authority for data protection 

issues. 

You can contact the Information Commissioner's Office on 0303 123 1113 or via email 

https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe 

House, Water Lane, Wilmslow, Cheshire. SK9 5AF. 

  

CHANGES TO THIS PRIVACY NOTICE 

We reserve the right to update this privacy notice at any time, and we will provide you with a new 

privacy notice when we make any substantial updates. We may also notify you in other ways from 

time to time about the processing of your personal information. 

  

https://ico.org.uk/global/contact-us/email/
https://ico.org.uk/global/contact-us/email/
https://ico.org.uk/global/contact-us/email/

