PUPIL DATA – AMENDMENT FORM
To comply with the Data Protection Act 1998, all changes to pupil data must be completed in writing using this form and returned to school for processing. 

Please ensure envelope is marked: For The Attention of Miss M Clayton, SIMS Officer.
Parents who live at the same address and have parental responsibility for the pupil must both sign to agree any changes.

For parents who live at different addresses, it is the parent with the primary responsibility and listed as the primary contact who would sign and agree the following changes: 

· Change of name (Copy of legal document required)

· Change of priority for contact

· Deletion of contact if parent
Exceptions may be made in difficult circumstances, please discuss with Head of Year prior to submitting form.
	PUPIL DETAILS:
	

	Surname:
	

	Forename:
	

	Chosen name:
	

	Date of Birth:
	

	Home Address:

	

	Post Code:
	

	Telephone:
	


	CONTACT DETAILS:
	

	
	


	ADDITIONAL INFO:
	

	
	


I / We agree to the following changes to my / our child’s data records held in school.  I/We understand this information is held securely and in accordance with the school’s data protection policy.

 Data Protection Act 1998:  The school is registered under the Data Protection Act for holding personal data. The school has a duty to protect this information and to keep it up to date. The school is required to share some of the data with the Education Authority and with DE.

Signature: ______________________________________________________   Print Name: ____________________________________

Signature: ______________________________________________________  Print Name: ____________________________________

Date: ________________________________
