
WILLIAM LOVELL CHURCH OF ENGLAND ACADEMY 
NEW STARTER ADMISSIONS FORM 

STUDENT’S INFORMATION 

Legal Surname: 
 
 

Legal Forename: 
 
 

Preferred Forename (if different): 
 
 

Middle Name(s): 
 
 

Date of Birth: 
 
 

Gender: 
 

Male   /    Female    /  Other 
Home Address: 
 
 
 
 
 
Postcode: 

Siblings (currently at WLA): 
 
 
 
 
 
 

Home Telephone: 
 
 

Nationality: 
 
 

Religion: 
 
 

Ethnic Group: 
 
 

Home Language(if not English): 
 
 

Forces Child: 
 
 

Previously Attended Schools (please state if this is their first English school): 
 
 
 
 
 
 
 
 
PARENT/CARER DETAILS 

MAIN PARENT/CARER 

Title:  Mr / Mrs / Miss / Ms / Dr / Revd (other) Surname: 
 

Forename: 
 

Relationship to Student: 
 

Address (if different from student): 
 
 
 
 
 
 
 
Postcode: 

Home Telephone Number: 
 
 
Mobile Telephone Number: 
 
 
Work Telephone Number: 

Email Address: 

Occupation: Place of Work: 



OTHER PARENT/CARER 

Title:  Mr / Mrs / Miss / Ms / Dr / Revd (other) Surname: 
 

Forename: 
 

Relationship to Student: 
 

Address (if different from student): 
 
 
 
 
 
 
 
Postcode: 

Home Telephone Number: 
 
 
Mobile Telephone Number: 
 
 
Work Telephone Number: 

Email Address: 
 
Occupation: 
 

Place of Work: 
 

If contact is not allowed with either parent please state here for safeguarding purposes: 
 
 
 
Please state briefly any other information you think we should know: 
 
 
 
 
EMERGENCY CONTACT INFORMATION 1 

Title:  Mr / Mrs / Miss / Ms / Dr / Revd (other) Surname: 
 

Forename: 
 

Relationship to Student: 
 

Home Telephone Number: 
 
 
Mobile Telephone Number: 
 
 
Work Telephone Number: 

Email Address: 
 

Occupation: 
 

Place of Work: 
 

EMERGENCY CONTACT INFORMATION 2 

Title:  Mr / Mrs / Miss / Ms / Dr / Revd (other) Surname: 
 

Forename: 
 

Relationship to Student: 
 

Home Telephone Number: 
 
 
Mobile Telephone Number: 
 
 
Work Telephone Number: 

Email Address: 
 

Occupation: 
 

Place of Work: 
 

 



MEDICAL INFORMATION 

Doctor’s Surgery: 
 

Doctor’s Name: 
 

Surgery Number: 
 

Please state any allergies: 
 
 
 
 
 
 
 
 
 
 

Please state any medical conditions: 
 
 
 
 
 
 
 
 
TRAVEL ARRANGEMENTS (please tick the main form of transport to be used) 

County Contract Bus (free): 
 

Brylaine Spilsby (paying service): 
 

Dickinson’s Boston (paying service): 
 

Taxi (state company used): 
 

Walk or Cycle: 
 

Car Share: 
 

Family Transport: 
 

Other (please specify): 
 

MEALS (please tick which will be used most) 

Free School Meals: 
 

Packed Lunch: 
 

Canteen Lunch: 
 

Additional Information we need to know about your child or your family 
Special educational needs: 
 
 
 
 
Social, emotional, mental health or behaviour concerns: 
 
 
 
 
Safeguarding concerns, court orders or family matters:  
 
 
 
 
SIGNED 

Signature: 
 

Print Name in Full: 
 

Date: 
 

 

OFFICE USE ONLY 
RECEIVED: 
 
 

SIMS INPUT: 
 

AUTHORISED: 
 

 



WILLIAM LOVELL CHURCH OF ENGLAND ACADEMY 
RECORD OF MEDICATION FORM 

 
MEDICATION RECORD 
(please note: ALL medication should be handed to the school office for safe-keeping) 
Student Name: 
 
 

Date of Birth:  

Medication: 

Medication Instructions (dosage/time): 
 

Consent: 
I give permission for the office staff or first aider to give this medication to my child. 
 
Signed:………………………………………………..    Date:…………………………………………………… 

MEDICATION RECORD 
(please note: ALL medication should be handed to the school office for safe-keeping) 
Student Name: 
 

Date of Birth: 

Medication: 

Medication Instructions (dosage/time): 
 

Consent: 
I give permission for the office staff or first aider to give this medication to my child. 
 
Signed:………………………………………………..    Date:…………………………………………………… 

 

 
WILLIAM LOVELL CHURCH OF ENGLAND ACADEMY 

PERMISSION DECLARATION 
 



Occasionally, we may take photographs of the students at our Academy. We may use these images in our 
Academy’s publicity such as our website and prospectus. We may also make video or webcam recordings for 
school-to-school conferences, monitoring or other educational use. 
 
From time to time, the Academy be visited by the media who will take photographs, film footage or carry out 
radio interviews. Students will often appear in these images, which may appear in local or national newspapers, or 
on televised news programmes. Photos for the media and other publicity purposes may also be taken at events 
where the Academy is taking part.  
 
Your Child may also be selected to represent the Academy in sporting fixtures which may mean leaving early to 
travel to the venue or staying late at school. Your child will be responsible for informing you when they have been 
selected and appropriate details and travel arrangements. 
 
Please answer the questions below, then sign and date the form where shown. Please return the completed form 
to the Main Office. 
 

 Photography (Yes/No) Filming (Yes/No) 
I am happy for my child’s 
photograph to be taken for 
Academy Activities 

  

I am happy for my child’s 
photograph/film to be used as 
publicity for the Academy. 

  

I am happy for my child’s 
photograph/Film to be used as 
publicity on the Academy’s 
twitter/website. 

  

I am happy for my child’s 
photograph/film to be used in the 
Local, Regional or National Media. 
This means their first name will be 
used. 

  

I am happy for my child to be 
recorded/photographed for the 
purpose of examinations 

  

 
Please note that websites can be viewed throughout the world and not just in the United Kingdom where 
the UK laws applies. Please also note that the conditions for use of these photographs are included in this 
booklet. 
 

The Academy are required to hold a photo of your child on the Secure Information Management system for 
identification purposes only.  

DECLARATION 
I have read and understood the conditions for the use of photography/video in the media. 

NAME OF CHILD:……………………………………………………………………………….. 

PARENT/CARER SIGNED:………………………………………………………………….. DATE:……………………………….. 

PRINT NAME:……………………………………………………………………………………. 

ADDRESS:………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………………………………….. 

TELEPHONE NUMBER:…………………………………………………………………………. 

 

 



HOME/ACADEMY AGREEMENT – PLEASE SIGN  

 
HOME-SCHOOL AGREEMENT  
 
 
The values, which underpin life at William Lovell Church of England Academy, are as follows:  
 
Excellence 
Growth  
Responsibility  
 
With these in mind, please find below an overview of our Home School Agreement.  
 
 
AGREEMENT ON BEHALF OF WILLIAM LOVELL CHURCH OF ENGLAND ACADEMY 
 
The school will:  
 

• Provide opportunities for your child’s spiritual development through regular collective worship.  
• Care for your child’s safety and well-being.  
• Provide a balanced curriculum and aim to meet the individual needs of your child and to promote academic 

excellence.  
• Achieve high standards of work and behaviour by building good relationships and developing your child’s 

personal sense of self-discipline and responsibility.  
• Keep parents and carers informed about general school matters and their child’s progress.  
• Be open and welcoming, offering opportunities for parents and carers to work in partnership with the school.  

 
 
AGREEMENT ON BEHALF OF PARENTS AND CARERS 
 
As parents or carers we/I will:  
 

• Support the ethos of the school and encourage my/our child to demonstrate the school values 
• See that my/our child goes to school regularly and on time, making a phone call to explain absence.  
• Support the school’s policies and guidelines for behaviour and discipline including the mobile phone 

agreement below. 
• Support the school in the issuing of after school detentions, making alternative collection arrangements for 

my/our child as appropriate. 
• Ensure my/our child comes to school with the correct uniform and is properly equipped.  
• Keep in regular communication with the school on any issues affecting my/our child welfare, behaviour and 

progress, including attending parents’ evenings/meetings. 
• Support my/our child in their schoolwork and homework.  

 
 
Signatures:  
 
 
 
 
 
 
 
 
 
 



AGREEMENT ON BEHALF OF THE STUDENT 
 
As a student at the school, I will:  
 

• Respect acts of worship such as prayers and liturgies in school  
• Respect and care for other people in our school community including other pupils, teachers and support staff, 

regardless of race, nationality, gender, sexuality, culture or religion. 
• Attend school regularly and on time.  
• Bring all the equipment and books I need every day.  
• Wear the correct William Lovell uniform and take personal responsibility for my smart appearance.  
• Do all my homework and classwork as well as I can.  
• Be polite and helpful to others.  
• Follow all reasonable requests made by members of staff 
• Respect the school environment keeping it free from litter and graffiti.  

 
Signature:  

 

 

MOBILE PHONE AGREEMENT 

• I will:  
• Leave my mobile phone at home or keep my phone out of sight and switched off on school site at all 

times between the hours of 08:30am and 15:30pm.  
• Never engage negatively in online forums/groups/chat rooms or other areas of social media to cause 

harm, bully, tease or maliciously communicate in any way in or outside of school time.  
• Never sharing photographs or videos of others without their permission. 
• Never generate targeted AI content with the intention of causing distress or harm to others.  
• Never take photos or videos of students/staff or activities in school. 

• If I choose to not follow the Mobile Phone Agreement and I am challenged, I will hand over my phone without 
argument to a member of staff - this will then be placed at student services until the end of the school day.  

• If I choose to engage negatively in social media, I will hand my phone into the school office at the beginning of 
each school day for a set period, in addition to any other consequences, in line with the school’s behaviour 
policy. 

 

Signature of Student: 

Signature of parent/carer: 

 

 

 

 

 

 

 

 



Consent Form for School Trips and other Off-site Activities   

 
Please sign and date the form below to give your consent for your child: 
 

• To take part in school trips and other activities that take place off school premises.  
• To be given first aid or urgent medical treatment during any school trip or activity. 

 

Please note the following important information before signing this form: 
 

• The trips and activities covered by this consent include: 
Ø All off-site sporting fixtures 
Ø Music events inside or outside of the school day 
Ø Local visits to the church or surrounding areas 
Ø Visits to other schools and colleges 

 
Written parental consent will not be requested from you for the majority of off-site activities held within the normal 
school hours.  Such activities are part of the school’s curriculum and usually take place during the normal school day. 
 
The school will send you information about each trip or activity before it takes place. 
 
You can, if you wish, discuss with the class teacher or write to the school to inform them that you do not wish your 
child to take part in any particular trip or activity. 
 
 
Medical Information 
 
Medical Condition: _______________________________ 
 

Details of medical condition including any medication that they may need to take while on a visit: 
 
 
 
 
 
 

 
 
 
 
Signed by Parent/Carer: ____________________________  Print Name: ___________________ 
 
 
Date: _____________________________                                                                                                                                                            
 

 

 

 

 

 

 



Privacy Notice (How we use pupil and parent information) 
William Lovell Church of England Academy is the data controller for the use of personal data in this privacy notice 
 
I have read the privacy notice below.  
 
Signed: _____________________________________________ 
 
The categories of pupil information that we process include: 

• personal identifiers and contacts (such as name, unique pupil number, contact details and address) 
• characteristics (such as ethnicity, language, and free school meal eligibility) 
• safeguarding information (such as court orders and professional involvement) 
• special educational needs (including the needs and ranking) 
• medical and administration (such as doctors information, child health, dental health, allergies, medication 

and dietary requirements) 
• attendance (such as sessions attended, number of absences, absence reasons and any previous schools 

attended) 
• assessment and attainment, including examinations 
• behavioural information (such as exclusions and any relevant alternative provision put in place) 
• Free School Meals information 
• involvement in trips and activities 

Why we collect and use pupil information 
The personal data collected is essential, for the school to fulfil their official functions and meet legal requirements. 
We collect and use pupil information, for the following purposes: 

a) to support pupil learning  
b) to monitor and report on pupil attainment progress  
c) to provide appropriate pastoral care  
d) to assess the quality of our services 
e) to keep children safe (food allergies, or emergency contact details)  
f) to meet the statutory duties placed upon us by the Department for Education 

The lawful basis on which we use this information 
We collect and process information about children in our care and children to whom we provide services under 
Article 6, and Article 9 under GDPR. This enables the school to process information such as assessments, special 
educational needs requests, Departmental Censuses under the Education Act 1996 and the Education Act 2005, 
examination results and other such data processes that relate educational data to the individual within the 
requirements for the school to provide education for the individual. 
Collecting pupil information 
We collect pupil information via collecting registration forms at the start of the school year, downloading Common 
Transfer Files (CTF) or using secure file transfer from previous schools.  
Pupil data is essential for the schools’ operational use. Whilst the majority of pupil information you provide to us is 
mandatory, some of it requested on a voluntary basis. In order to comply with the data protection legislation, we will 
inform you at the point of collection, whether you are required to provide certain pupil information to us or if you 
have a choice in this and we will tell you what you need to do if you do not want to share this information with us. 
Storing pupil data 
We hold pupil data securely for the set amount of time shown in our data retention schedule.  
Who we share pupil information with 
We routinely share pupil information with: 

• schools 
• local authorities 
• youth support services (pupils aged 13+) 
• the Department for Education (DfE) 

Why we regularly share pupil information 
We do not share information about our pupils with anyone without consent unless the law and our policies allow us 
to do so. 



Youth support services 
Pupils aged 13+ 
Once our pupils reach the age of 13, we also pass pupil 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 or guardian can object to any information in addition to their child’s name, address and date of birth being 
passed to their local authority or provider of youth support services by informing us. This right is transferred to the 
child / pupil once they reach the age 16 
Data is securely transferred to the youth support service. 
Department for Education 
The Department for Education (DfE) collects personal data from educational settings and local authorities via various 
statutory data collections. We are required to share information about our pupils with the Department for Education 
(DfE) either directly or via our local authority for the purpose of those data collections, under regulation 5 of The 
Education (Information About Individual Pupils) (England) Regulations 2013. 
All data is transferred securely and held by DfE under a combination of software and hardware controls, which meet 
the current government security policy framework.  
For more information, please see ‘How Government uses your data’ section. 
Local Authorities 
We may be required to share information about our pupils with the local authority to ensure that they can conduct 
their statutory duties under  

• the Schools Admission Code, including conducting Fair Access Panels. 
Requesting access to your personal data 
Under GDPR, parents and pupils have the right to request access to information about them that we hold. To make a 
request for your personal information, or be given access to your child’s educational record, contact the Trust Data 
Protection Officer on francesbrown@laat.co.uk   

 
Depending on the lawful basis above, you may 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 
• a right to seek redress, either through the ICO, or through the courts 

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/ 
For further information on how to request access to personal information held centrally by DfE, please see the ‘How 
Government uses your data’ section of this notice. 
Last updated 
We may need to update this privacy notice periodically so we recommend that you revisit this information from time 
to time.  
Contact 
If you would like to discuss anything in this privacy notice, please contact the Trust Data Protection Officer on 
francesbrown@laat.co.uk   
How Government uses your data 
The pupil data that we lawfully share with the DfE through data collections: 

• underpins school funding, which is calculated based upon the numbers of children and their characteristics 
in each school. 

• informs ‘short term’ education policy monitoring and school accountability and intervention (for example, 
school GCSE results or Pupil Progress measures). 

• supports ‘longer term’ research and monitoring of educational policy (for example how certain subject 
choices go on to affect education or earnings beyond school) 

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  

https://www.gov.uk/government/publications/security-policy-framework
https://www.gov.uk/government/publications/school-admissions-code--2
mailto:francesbrown@laat.co.uk
https://ico.org.uk/concerns/
mailto:francesbrown@laat.co.uk
https://www.gov.uk/education/data-collection-and-censuses-for-schools


The National Pupil Database (NPD) 
Much of the data about pupils in England goes on to be held in the National Pupil Database (NPD).  
The NPD is owned and managed by the Department for Education and contains information about pupils in schools 
in England. It provides invaluable evidence on educational performance to inform independent research, as well as 
studies commissioned by the department.  
It is held in electronic format for statistical purposes. This information is securely collected from a range of sources 
including schools, local authorities and awarding bodies.  
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-database-user-
guide-and-supporting-information 
Sharing by the Department 
The law allows the Department to share pupils’ personal data with certain third parties, including: 

• schools 
• local authorities 
• researchers 
• organisations connected with promoting the education or wellbeing of children in England 
• other government departments and agencies 
• organisations fighting or identifying crime 

For more information about the Department’s NPD data sharing process, please visit:  
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  
Organisations fighting or identifying crime may use their legal powers to contact DfE to request access to individual 
level information relevant to detecting that crime. Whilst numbers fluctuate slightly over time, DfE typically supplies 
data on around 600 pupils per year to the Home Office and roughly 1 per year to the Police. 
For information about which organisations the Department has provided pupil information, (and for which project) 
or to access a monthly breakdown of data share volumes with Home Office and the Police please visit the following 
website: https://www.gov.uk/government/publications/dfe-external-data-shares 
How to find out what personal information DfE hold about you 
Under the terms of the Data Protection Act 2018, you are entitled to ask the Department: 

• if they are processing your personal data 
• for a description of the data they hold about you 
• the reasons they’re holding it and any recipient it may be disclosed to  
• for a copy of your personal data and any details of its source 

If you want to see the personal data held about you by the Department, you should make a ‘subject access request’.  
Further information on how to do this can be found within the Department’s personal information charter that is 
published at the address below: 
https://www.gov.uk/government/organisations/department-for-education/about/personal-information-charter 
To contact DfE: https://www.gov.uk/contact-dfe  
 

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/dfe-external-data-shares
https://www.gov.uk/government/organisations/department-for-education/about/personal-information-charter
https://www.gov.uk/contact-dfe

