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ENROLLING YOUR CHILD FOR SCHOOL

Dear Parent/Guardian

Thank you for requesting an information pack in relation to enrolling your child at school which I have pleasure in enclosing. We want to make the arrangements for placing him/her in school as smooth as possible. The pack gives you general information about places in Highland schools and (where applicable) help available towards some of the costs related to sending your child to school.  

The enrolment form enclosed requests important information about your child. This is necessary for the safety and wellbeing of your child at school and in order to be able to run the school efficiently. We also have a legal responsibility to make sure that it is up-to-date. We believe that all children are of equal value and are entitled to the highest standards of provision throughout their education. The information that you provide will ensure we continue to offer an education service that meets the needs of all children and young people. Some of this information must be shared with the Scottish Government for statistical purposes. No children will be named in this information and it will be impossible to find out about any child from the numbers. The numbers will be used to make sure that all children have the education that best suits them.

The information provided will be maintained as strictly confidential in accordance with the Data Protection Act by the relevant school staff that need access to it and a limited number of staff within the authority who provide appropriate support. Information on all pupils is held on the web-based Phoenix e¹ management information system within schools (please find enclosed further information about this system).  Guidance on the website below explains your rights to access this information.  

We hope that your child will settle into school happily and that you will find it easy to become members of the school community. 

Yours faithfully,

Head Teacher

www.highland.gov.uk/learninghere

Pupil Data Collection Form
	The information on this form is collected and used for education administration purposes and will be maintained in accordance with the Data Protection Act 1998.  In order to provide services, however, it may be necessary to share information about your child with people in other public authorities.  This might include nurses, GPs, social care services, physiotherapy and other professionals who work with your child. This will only be done if necessary and all agencies will keep this information confidential.  Your consent will usually be sought before information is shared in this way.
The Highland Council is the Data Controller and can be contacted by writing to the Chief Executive, Highland Council, Glenurquhart Road, Inverness IV3 5NX
	For office use only

	
	Admission Date
	

	
	Nursery Start Date
	

	
	Roll No
	

	
	Candidate No
	

	
	SCN
	

	
	UPN
	

	
	Birth Certificate Verification
	

	
	Passport
	

	
	Other Documentation
	

	
	Year Group
	

	
	Register Class
	

	
	Guidance
	

	
	House
	


Please Complete in BLOCK CAPITALS 
	Name of previous school or nursery attended
	

	Address and Country of previous school or nursery attended
	

	Date Started
	
	Date Left
	

	Assessments/Qualification gained (if appropriate)
	

	

	Pupil Details

	Pupil Full Name

	

	Pupil Known As Name (if Different)

	

	*Pupil Date of Birth

  ( dd / mm / yyyy )    
               
	
	*Gender (M/F)
	

	Pupil Mobile Number
	


	*Pupil Home Address                   
	

	*Pupil Home Postcode
	


	Parent/Guardian Contacts and Other Emergency Contact Details

	Please include:

1. At least one additional contact other than the parents/guardians who is available during the day in the event of an emergency (SOS Contact) 

2. Nominate one person whom the child may return to the home of in the event of adverse weather.
3. We have a duty to inform both natural parents of a child, please also include details of those not living at the home address.
4. Where English is not the child’s first language (English as an Additional Language, EAL) then one additional contact from country of birth for pupils is required.


	Priority Contact 1

	Title
	
	Full Name
	

	Gender (M/F)

	

	SOS Contact
	Yes
	 IF  = "Y" "X" "" 

 IF "G40V"="yes""X"  \* MERGEFORMAT 

	No
	 IF  = "N" "X" "" 
 IF "G40V"="No""X" 
	SOS Priority (where 1 is first person to contact)
	

	Relationship to Pupil
	
	Does this Contact hold Parental Responsibility for this child? Yes/No
	

	On mailing list to receive all general school mail?
	Yes
	 IF  = "Y" "X" "" 
 IF "G44V"="yes""X" 
	No
	 IF  = "N" "X" "" 
 IF  = "No" "X" "" 
 IF "G44V"="No""X" 
	Main Mailing Contact to receive general correspondence (nominate only one person)
	 IF  = "Y" "X" "" 


	Home Address (must include postcode)
	
	Contact address same as Pupil

Yes/No
	

	Telephone Numbers
	Email Addresses:

	Home

	
	Home
	

	Work

	
	Work
	

	Mobile

	

	Member of Armed Forces
	Yes
	
	No
	 IF  = "N" "X" "" 

 IF "G40V"="No""X" 

	Rank
	


	Priority Contact 2

	Title
	
	Full Name
	

	Gender (M/F)
	

	SOS Contact
	Yes
	 IF  = "Y" "X" "" 

	No
	 IF  = "N" "X" "" 

	SOS Priority (where 1 is first person to contact)
	

	Relationship to Pupil
	
	Does this Contact hold Parental Responsibility for this child? Yes/No
	

	On mailing list to receive all general school mail?
	Yes
	 IF  = "Y" "X" "" 

	No
	 IF  = "N" "X" "" 

	Main Mailing Contact to receive general correspondence (nominate only one person)
	

	Home Address (must include postcode)
	
	Contact address same as Pupil

Yes/No
	

	Telephone Numbers
	Email Addresses:

	Home

	
	Home
	

	Work

	
	Work
	

	Mobile

	

	Member of Armed Forces
	Yes
	
	No
	 IF  = "N" "X" "" 

 IF "G40V"="No""X" 

	Rank
	


	Priority Contact 3

	Title
	
	Full Name
	

	Gender (M/F)
	

	SOS Contact
	Yes
	 IF  = "Y" "X" "" 

	No
	 IF  = "N" "X" "" 

	SOS Priority (where 1 is first person to contact)
	

	Relationship to Pupil
	
	Does this Contact hold Parental Responsibility for this child? Yes/No
	

	On mailing list to receive all general school mail?
	Yes
	 IF  = "Y`" "X" "" 

	No
	 IF  = "N" "X" "" 

	Main Mailing Contact to receive general correspondence (nominate only one person)
	

	Home Address (must include postcode)
	  

	Contact address same as Pupil
Yes/No
	

	Telephone Numbers
	Email Addresses:

	Home

	
	Home
	

	Work

	
	Work
	

	Mobile

	

	Member of Armed Forces
	Yes
	
	No
	 IF  = "N" "X" "" 

 IF "G40V"="No""X" 

	Rank
	


	Priority Contact 4

	Title
	
	Full Name
	

	Gender (M/F)

	

	SOS Contact
	Yes
	 IF  = "Y" "X" "" 

	No
	 IF  = "N" "X" "" 

	SOS Priority (where 1 is first person to contact)
	

	Relationship to Pupil
	
	Does this Contact hold Parental Responsibility for this child? Yes/No
	

	On mailing list to receive all general school mail?
	Yes
	 IF  = "Y" "X" "" 

	No
	 IF  = "N" "X" "" 

	Main Mailing Contact to receive general correspondence (nominate only one person)
	

	Home Address (must include postcode)
	
	Contact address same as Pupil
Yes/No
	

	Telephone Numbers
	Email Addresses:

	Home

	
	Home
	

	Work

	
	Work
	

	Mobile

	

	Member of Armed Forces
	Yes
	
	No
	 IF  = "N" "X" "" 

 IF "G40V"="No""X" 

	Rank
	


	Pupil Medical Details

	Doctor Practice Name and Address
	



	Telephone Number
	

	Parents may convey relevant medical information here or in writing to the school – an additional sheet may be attached if you require to add more detail.  The information is held electronically to enable staff to respond to pupils’ needs as quickly and effectively as possible. The school works with Community School Nurses to support health screening and the medical needs of pupils. 

	Medical Condition
	

	Notes on Health Need
	

	Emergency Notes
	


	Siblings

	Names of Brother(s)/Sister(s)

(if any)
	
	School or Nursery which Brother(s)/Sister(s) currently attend
	

	
	
	
	

	
	
	
	

	
	
	
	


	Heritage

	*Ethnic Origin of Pupil 

(please tick)
	White - UK
	
	Asian - Bangladeshi
	

	
	White - Scottish
	
	Asian- Chinese
	

	
	White - Irish
	
	Asian - Other
	

	
	White - Polish
	
	Other - Arab
	

	
	White - Other
	
	Mixed
	

	
	Black - African
	
	Occupational Traveller
	

	
	Black - Caribbean
	
	Gypsy Traveller
	

	
	Black - Other
	
	Other Traveller
	

	
	African - Other
	
	Other
	

	
	Asian - Indian
	
	I would rather not answer this question
	

	
	Asian – Pakistani
	
	Not Known
	


	Country of Birth
	




	National Identity

(please tick)


	Scottish
	
	I would rather not answer this question
	

	
	English
	
	Other 
	

	
	Northern Irish
	
	Not Known
	

	
	Welsh
	
	
	

	
	British
	
	
	


	*Other Languages Spoken by Pupil
	

	*Main Home Language
	

	Other Languages Spoken at Home
	


	Religion

(please tick)


	Buddhist
	
	Muslim
	

	
	Christian - Non-Roman Catholic
	
	Sikh
	

	
	Christian - Roman Catholic
	
	None
	

	
	Hindu
	
	Other
	

	
	Jewish
	
	I would rather not answer this question
	


	*Information to meet requirements of the Additional Support Needs Act 1994 and the Disability Discrimination Act 1995  – please amend details if incorrect

	Has your child had Additional Support Needs at any time, yes or no?
	

	Access to Physical Adaptation Required
	
	Access to Curriculum Adaptation Required
	

	Access to Communication Adaptation Required
	

	Declared Disabled
	
	Assessed Disabled
	

	Please supply any further relevant information
	


	Consent Under Data Protection Act 1998 (pupils under 16)

	1
	I give my consent to my son/daughter’s class work being published on the school website.
	Yes
	
	No
	

	2
	I give my consent to my son/daughter being photographed/videoed while involved in school activities provided that they will not be identified by name.  Where it is proposed to publish names the school will seek my consent.
	Yes
	
	No
	

	

	Local Trips/Visits Consent (pupils under 16)

	3
	I give my consent during his/her time at the School for my son/daughter to take part in any trips or visits organised by the school teaching staff within the immediate area close to the school within the normal school day.
	Yes
	
	No
	

	

	Internet and Email Access Consent (pupils under 16)

	4
	I give my consent for my child to use the Internet and email at school. I understand that the school will take all reasonable precautions to ensure that pupils cannot access inappropriate materials.  I accept that breach of the acceptable use policy by my child may result in access to computers being restricted or withdrawn.
	Yes
	
	No
	

	

	Declaration

	I declare the information on this form to be correct to the best of my knowledge and confirm consent in accordance with the terms indicated above. I have ticked all relevant items with which I agree.

	Signed (Parent/Guardian)
	

	Date
	


4

