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Reviewing and Updating Personal Information  

 

 

Dear Parent/Carer 

 

It is important that we hold up to date emergency contact details and medical information for your child. The Arbor Parent Portal 
app and website will allow you to review and update contact details for you and your child at your own convenience from a 
smartphone, tablet or PC – anytime, anywhere.  
 
Please follow the detailed instructions on page 4 on “how to get started”.  If you have more than one child at school, you will have 
access to information for all your children, from the same app.  
 
 It is crucial we have up to date emergency and medical details for your child. Therefore we ask your support in regularly checking 
the information we hold for them is up to date.  We will also complete a data collection annually.  In order to complete this parents 
need to log on and review their information to evidence their child’s data has been checked and is up to date. 
 

A copy of Arbor’s Terms and Conditions which new users must accept can be found here:   
Terms and Conditions.   
 
Please also ensure refer to our RKLT Privacy Notice 
 
 

If you have any questions, or problems logging in please do not hesitate to contact us by email: admin@ojs.rklt.co.uk or by        
telephone 01423 872827. 

 
 

 

 

https://support.arbor-education.com/hc/en-us/articles/360023800653-Arbor-SaaS-Terms-and-Conditions
https://www.oatlandsjunior.co.uk/search-results/?search=privacy+notice
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Arbor Parent Portal 

 
When admitting a new child to our school, please provide us with the information  we need to help to make your child ’s transi-
tion to us as smooth as possible.  

All information can be viewed/accessed by clicking on View Student Profile on the Main Dashboard of your child’s profile. 

You can edit your child’s details by clicking on information marked by an arrow at the right hand side of the line that the infor-
mation is on. Simply click anywhere in the line and an editing pane will slide out.  

You can also add information by clicking on the green add Information bar.  The following information needs to be provided 
before your child’s first day. 

1. Pupil Details 

2. Home Contact details for adults at home responsible for the child— Please also add the names, roles, contact details of 
any professionals who have contact with your child or family. 

3. Emergency Contact 

4. Dietary Information 

5. Medical Information (Including Special Educational Needs) 

6. Ethnic/Cultural 

7. Mode of Transport 

8. Collection From School 

9. Consents. It is important to accept or decline the following consents: Administer First Aid, Authorisation to Walk Home, Col-
lection from School, Safeguarding,  Consent for Child to bring Mobile Phone to School, Photographs, Home School Agree-
ment, Internet Rules, Parental Consent for a Rolling Programme or Series of Local Visits, School parent Arbor processing 
agreement and Use of Sunscreen Procedure. 
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Arbor Parental Consents             

Administer First Aid If a child is injured whilst in school, the injury (e.g. a bump on the head) is reported 

to the designated first aider to be recorded. The injury will be dealt with in school 

and you will be informed by an ‘accident letter sent home with your child. 

Annual Authorisation to walk home  Please let us know if you provide authorisation for your Year 5 or 6 child to walk 

home alone or with friends at the end of the day. 

Collection from School If you wish for another guardian or contact to collect your child, you must ensure 
they have been added to Arbor and that you have ticked the authorised to collect 
box.  If you do not wish to add the guardian or contact to Arbor (as the arrange-
ment is a one-off)  please ensure to contact the school office directly instead. 
Changes to collection arrangements must be communicated prior to or on the 
morning of the change (unless there is an exceptional circumstance). 

Safeguarding If there is a court order, residence order, contact order, care order, injunction that is 
in place to safeguard your child(ren), please ensure to consent to let us know. 
Once consented please: - email: admin@ojs.rklt.co.uk and speak with headteacher 
Estelle Scarth to provide further detail. 

Consent for child to bring mobile phone to 

School 

My child will hand in their phone to the class teacher at the beginning of the school 
day. I am aware my child must collect their mobile phone from the class teacher at 
the end of the school day. I understand school does not accept responsibility for 
the loss, damage or theft of the phone whilst it is on the school premises. In line 
with the school safeguarding policy my child agrees to not use their phone on the 
school playground. 

Photographs, digital images & recordings to 

use in school 

‘I give permission for my child's photograph and recordings to be used in school 

communal areas for display purposes. See policies on website for further details. 

See page 7. 

Photographs, digital images & recordings to 

use on school learning platforms  

 ‘I give permission for my child's photograph and recordings to be used on school 

learning platforms such as Purple Mash, Showbie, Apple Classroom, Target Track-

er, Tapestry and Arbor. See policies on website for further details. See page 7. 

Photos, digital images & recordings to use 

on school social media 

 ‘I give permission for my child's photograph and recordings to be used on the 

school's official social media accounts, e.g., Twitter’ See page 7. 

Photos, digital images & recordings to use 

out of school 

‘I give permission for my child's photograph and recordings to be used on the 

school website, DVD's, Classlist, local press, and any printed publications that the 

school may produce such as the weekly newsletter. See policies on website for 

further details. See page 7. 

Sharing Information with  Fun Club My child attends Fun Club and I give permission for the school to share any rele-

vant information with Fun Club pertaining to the care of my child. 

Annual Home School Agreement 

                                              

See page 8 

Internet Rules See page 9 

Parental Consent for a Rolling Programme 

or Series of Local Visits 

See page 10 

School Arbor Processing Agreement Con-

sent 

See page 11 

Use of Sunscreen Procedure See page 13 
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Arbor Photograph/Media/Twitter Consent                              

Photograph/Video Policy - September 2021 
 
Parent/Pupil Consent 
 

Within the Academy’s Management Information System (MIS) consent for digital images and filming 

will be captured by the parent/carers/pupil (if pupil is aged above 12 years) will recorded and kept. 

In line with Red Kite Learning Trust’s Safeguarding Policy, on a pupil’s entry to a RKLT Academy, all 

parents/carers are asked to give their consent for the Academy to use their child’s photographs, digital images, and 

video in the following ways: 

 

1. Photographs, digital images & recordings to use in school – ‘I give permission for my child's 

photograph and recordings to be used in school communal areas for display purposes. See 

policies on website for further details ‘ 

 
2. Photographs, digital images & recordings to use on school learning platforms – ‘I give 

permission for my child's photograph and recordings to be used on school learning platforms 

such as Purple Mash, Showbie, Apple Classroom, Target Tracker, Tapestry and Arbor. See 

policies on website for further details’ 

 
3. Photos, digital images & recordings to use out of school – ‘I give permission for my child's 

photograph and recordings to be used on the school website, DVD's, Classlist, local press, and 

any printed publications that the school may produce such as the weekly newsletter. See 

policies on website for further details’ 

 
4. Photos, digital images & recordings to use on school social media – ‘I give permission for my 

child's photograph and recordings to be used on the school's official social media accounts, 

e.g., Twitter’ See policies on website for further details’ 

 
This consent is considered valid for the entire period that the child attends each school unless there 

is a change in the child’s circumstances where consent could be an issue, e.g., divorce of parents, 

custody issues, etc. 

 
Parents/carers may withdraw permission, in writing, at any time. 

Consent must be given by all interested parties for it to be deemed valid. 

Pupils’ full names will not be published alongside their image by the school and vice versa. 

E-mail and postal addresses of students will not be published. 

 

 

Often, the press wishes to publish full names for members of teams. In these cases, the member of staff supervising 
will ensure that appropriate permission is sought. Before posting pupil work on the Internet, the member of staff 
responsible must check that permission has been given for work to be displayed. 

https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
https://www.oatlandsjunior.co.uk/our-school/our-policies/
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The School: 

– encourage parents to become involved in the daily life of the school; 

– work towards every child achieving his or her full potential as a valued member of the school community; 

– promote high standards of work and behaviour through building good relationships and developing a sense of responsibility; 

– ensure each child’s entitlement to a broad and balanced curriculum; 

– inform families of the broad curriculum areas to be covered each term; 

– hold regular consultation evenings to discuss each child’s progress; 

– let families know of concerns or problems that affect their child’s work or behaviour; 

– contact the family if there is a problem concerning a child’s attendance, health, punctuality or equipment; arrange a mutually conven   
ient appointment should families wish to discuss their child; 

– teach children how to use the Internet safely and give rules for how to use it in a responsible way; 

– encourage children to care for the environment; 

– arrange homework where this offers the appropriate opportunities for home learning; 

– provide a safe learning environment. 

The Family -I/We will: 

– ensure my child attends school each day, on time and properly equipped; 

– inform the school of the reasons for any absence; 

– support the school in maintaining good behaviour and discipline; 

– ensure my child arrives at school, and knows the arrangements for collection; 

– attend all Parental Consultations Evenings and discussions about my child’s progress; 

– notify the school of any change in circumstances which may affect my child’s learning; 

– support the school and its policies and rules; 

- help my child understand the importance of Internet safety and the rules to follow when selecting, sharing and exploring information             
and media; 
-support my child in homework and other opportunities for home learning.  

-Call the school to report their child’s absence before 8.50 a.m. on the day of the absence and subsequent days and advise when they are 
expected to return   

-Provide the school with more than 1 emergency contact number for their child  

-Ensure that, where possible, appointments for their child are made outside of the school day  

The Pupil -I will: 

– follow the school’s expectations and keep the class and playground rules; 

– attend school regularly and on time; 

– bring all the equipment I need everyday; 

– take responsibility for my own possessions; 

– keep myself clean and tidy; 

– do all my class work and homework as well as I can; 

– treat others with respect and be polite and helpful; 

– follow the school rules on use of the internet.  I will use it in a responsible way and observe all the restrictions explained to 
me by the school; 

– care for the school environment; 

– take newsletters and other communications home promptly. 

Home School Agreement Arbor Consent (Annual) 
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School agreement Parents/Carers agreement Pupils agreement 

• We will teach the children how 

to use the Internet. 

 

• We will teach the children 

about online safety. 

 

• We will share the internet rules 

with each pupil. 

 

• We will supervise the chil-

dren’s use of the internet. 

 

• We will provide alternatives 

(where possible) to the inter-

net for  those pupils who have 

informed us in writing that 

they do not have access to a  

computer with the internet  

from home. 

 

• The Headteacher will respond 

to children who have ‘alerted 

their teacher to concerning 

content on internet, as appro-

priate. 

 

• We will monitor internet activi-

ty as often as possible. 

 

• We will encourage all pupils to 

be responsible users and to 

follow the Internet Rules. 

 

• I will supervise my child’s use of the inter-

net.  

• I will encourage my child to be a responsi-

ble user of the internet. 

•  will encourage my child to keep their in-

ternet password private. 

• I will not use the internet on behalf of my 

child. 

• I will ensure that my child does not upload 

photographs of them self or other people 

onto the internet. 

• In the unlikely event of something on the 

internet upsetting my child, I will encour-

age them to inform the Headteacher.  

• I understand that school staff can monitor 

Internet activity, even if an e-mail is delet-

ed.  

• I understand that access to the internet is 

provided by the school and that my child 

must adhere to the user agreement in or-

der to retain log-in privileges. 

 

 

 

 

 

 

 

• I will only use the internet when an adult 

has given  me permission. 

 

• I will only write polite and friendly things 

on the internet. 

• I will not upload photographs or videos 

of me or other people. 

• I will keep my username, password and 

other personal details private. 

 

• I will let the Headteacher know about 

anything that upsets me or that is inap-

propriate. 

• I will always try to write in full sentences 

and not 'text speak.' 

• I won't e-mail or post about friendship / 

fallings-out. 

• I won't send 'pointless' e-mails to groups 

of people. This is called 'spam.' 

• When the Internet asks for my 

'nickname,' I will only use the name I like 

my teacher to call me. For example, 

someone named Thomas may wish to 

be called Tom by his teacher. 

• I understand that the Headteacher and 

teachers can see what I have e-mailed, 

even if it’s  deleted. 

 

• I understand that access to the internet 

is a privilege and I must meet my respon-

sibilities to be allowed to log-in.  

Oatlands Junior School Internet Rules Arbor Consent (Annual) 
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Parental Consent for a Rolling Programme or 

Series of Local Visits 
• I understand that my child may leave the school premises for local visits as 

outlined in the school prospectus and hereby give my consent for my child to 

participate in such visits. 

•  I also understand that my child may leave the school premises at other 

times when I will be informed separately by letter and when further consent 

will be required from me. 

• I undertake to inform the Group Leader/Headteacher as soon as possible of 

any change in the medical or other circumstances. 

• I agree to my son/daughter receiving emergency medical or dental treatment 

of any nature as considered necessary by the medical authorities present. 

• I agree that if my child urgently requires medical or dental treatment and it is 

not possible to contact me/us, the Group leader in charge at the time is     

authorised on my/our behalf to give consent to such emergency treatment. 

•  If a request is made subsequently for the withdrawal of the consent a note 

or letter to that effect will be placed on the file and the consent will be      

withdrawn  and the date on which such withdrawal takes effect. 

• I undertake to inform the Group leader / Headteacher in writing as soon as 

possible of any change in the medical or other circumstances prior to the 

commencement of any visit. 

• 1 copy to be held by School and Out of Hours Contact. 

• 1 copy to be taken by Leader on visit. 

• Please ensure the details you have provided on Arbor are up to date. 

Parental Arbor Consent for a Rolling Programme or Series of Local Visits 
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School Parent Arbor Processing Agreement Consent 

 

 

 School Parent Arbor Processing Agree-

ment 
• I agree to contact the office directly regarding any ur-

gent/high priority data amendments which relate to safe-

guarding my child. Or any amendments relating to my 

child's medical details to allow for a care plan to put in 

place if required. 

 

• I am aware that the office will be notified of data   

amendments pending for review and I will receive a   

notification to advise whether my change has been    

accepted/rejected. 

 

• I note that there will be a 24-hour office processing time 

on any amended data. In addition, that data will be      

reviewed for approval weekdays Monday-Friday from 

3.30 pm. 

 

• Should I wish to amend/revoke a consent, I will contact 

the office directly and send a follow up email /written 

note as confirmation of the change.  

 

• I understand there is no option for parents to amend/

revoke a consent on the Arbor App once provided,     

without speaking to the office directly.  

 

• I am aware that if a request is made subsequently for 

the withdrawal of the consent, a note or letter to that 

effect will be placed on the file including the date on 

which such withdrawal takes effect. 
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•  

Safeguarding 

If there is a court order, residence order, contact order, care order, injunction that is in place to safeguard your child, please 
ensure to let us know. In order to do so phone: 01423 872827 or email: Headteacher, Estelle Scarth: scarthe@ojs.rklt.co.uk 
and The School Admin Team: admin@ojs.rklt.co.uk 

Emergency Contact Numbers 

Please also ensure that we have up to date Emergency Contact Numbers for your child and if you are not available an alterna-
tive contact. You need to include the following details 

• Name 

• Work/Home Mobile contact number 

• Home  Address 

Collection From School 
 
As a parent/carer, it is your responsibility to ensure that your child is collected at the end of the school day. Please ensure that 
the school has up-to-date telephone numbers to contact you in an emergency.  We will only hand over pupils to named adults  
or older siblings, provided they are 18 years old or above. Pupils will not be handed over to other adults unless the school has 
been informed by the parent that they have made this arrangement. If you wish for another guardian or contact to collect your 
child, you must ensure they have been added to Arbor and that you have ticked the authorised to collect box.  If you do not 
wish to add the guardian or contact to Arbor (as the arrangement is a one-off). Changes to normal collection arrangements 
must be communicated prior to or on the morning of the change (unless there is an exceptional circumstance). If someone 
turns up to collect your child and we have not been notified, the adult will have to wait whilst we are able to verify their identity. 
If no one turns up to collect a child they will be kept in school and parents contacted.  

 

Please  also add the names, roles, contact details of any safeguarding professionals who have contact with your child or   
family e.g. Family Support or Social Worker. 
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Use of Sunscreen Procedure 

Oatlands Junior School wishes to encourage children to protect themselves from the sun.  

 

One way of doing this is to use sunscreen at the appropriate time. If your child has any allergies or skin sensitivities you may 
want to check with your GP before providing a sunscreen.  The school will also inform you if your child has any adverse reac-
tion that may be due to the sunscreen. 

 

We wish to encourage children to protect themselves from the sun. During the summer months we encourage parents to ap-
ply sun cream to children before they come to school. 

 

You are asked to consent to show that you have received the letter about the schools approach to sun safety and support the 
Use of Sunscreens procedure: https://www.oatlandsjunior.co.uk/seecmsfile/?id=6076 

 If a child is to use sunscreen on site, parents are asked to: 

1) Provide the sunscreen product for use.   

The sunscreen must be:  

a) Clearly marked with the child’s name.  

b) Replenished by the parent as needed. 

 

2) The sunscreen product will be stored in their classroom in a location designated by their class teacher. This should not be 
kept in their bag. 

 

3) The child must be able to apply their own sunscreen.  

 

4) Parents are asked to apply sunscreen at home before a typical day, this will be reapplied as necessary by the child. 

 

Where necessary for staff to assist with the application of sunscreen due to a medical need, the sunscreen will only be ap-
plied to face, neck, arms, hands and lower legs.  Parents are asked to provide written instruction to staff for their child’s indi-
vidual needs.  
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Medical Information & Declarations 

Please ensure you update Arbor to let us know if your child suffers from any conditions or  requires or is allergic to any        

medication . Please also provide: 

• Name, address and telephone number of family doctor 

• When your child last received a tetanus  

       injection 

• Any  special dietary requirements of your child 

This will enable a care plan to be put in place if required. 

Special Education Need or Disability (SEND)  

If you child has a Special Educational Needs or Disability, please ensure you to provide detail of this under the  medical 
conditions tab in Arbor. Once you have please phone school on: 01423 872 827  or email admin@ojs.rklt.co.uk and           
mcnerneyw@ojs.rklt.co.uk.  
  
A child or young person has Special Educational Need if they have a learning difficulty or disability which calls for special 
educational provision to be made for them. A child of compulsory school age or a young person has a learning difficulty or 
disability if they: 

• · have a significantly greater difficulty in learning than the majority of others of the same age, or 

• · have a disability which prevents or hinders them from making use of facilities of a kind generally provided for others of 
the same age in mainstream schools 

  
The SEND Code of Practice: 0 to 25 years; Department for Education; January 2015 SEND needs fall into four broad 
categories: 
  
The profile for every child with a Special Educational Need is different and their needs may change over time. They may 
have difficulty with one, some or all of the different categories of SEND at different times of their lives. 
  
Communication and Interaction 
Children and young people with speech, language and communication needs (SLCN) have difficulty in communicating with 
others. This may be because they have difficulty saying what they want to, understanding what is being said to them or they 
do not understand or use social rules of communication. 
  
Cognition and Learning 
Some children and young people learn at a slower pace than their peers, even with appropriate differentiation. Cognition & 
Learning difficulties cover a wide range of needs, including difficulty in accessing and understanding parts of the 
curriculum; difficulty with organisation and memory skills; or having a difficulty which affects one particular part of their 
learning, such as displaying dyslexic, dyscalculic or dyspraxic traits. 
  
Social, Emotional and Mental Health Difficulties 
Children and young people may experience a wide range of social and emotional difficulties which manifest themselves in 
many ways. These may include becoming withdrawn or isolated, as well as displaying challenging, disruptive or disturbing 
behaviour. 
  
Sensory and/or Physical Needs 
Some children and young people have a disability which prevents or hinders them from making use of the educational 
facilities generally provided, for example visual and / or hearing impairments, or a physical disability which requires 
additional ongoing support and equipment to access all the opportunities available to their peers. 
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Oatlands Junior School 

Beechwood Grove 
Harrogate 

HG2 8QP 
 

Tel: 01423 872 827 
 

Email: admin@ojs.rklt.co.uk  

Website: https://www.oatlandsjunior.co.uk/ 


