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Introduction 
 

This document is designed to provide helpful information to parents/carers and 
pupils who are members of the York High School community.   
 

Further information may be obtained from: 
 School Prospectus 
 School Website  www.yorkhighschool.co.uk 
 Throughout the year check our Website for regular updates 
 Download our news App and School Gateway 
 Your child’s Form Tutor, Year Leader, Headteacher or Subject Teachers. 
 
We will always try to get back to you as soon as possible and always within 24 
hours. 

 
 
 
 
 
 
 
 
 
 
 

Pastoral Organisation 
 

Every pupil attending York High School is placed in a Tutor Group. The Form  
Tutor is responsible for the day to day organisation of their Tutor Group and is 
usually the first point of contact for parents either via the pupil planner, letter or 
telephone. It is always possible to leave a message with school reception and we 
will deal with emergency matters urgently. If you are visiting school always  
report to school reception who will try to find the member of staff you wish to 
see.  
 

Each Year group is overseen by a Year Leader. The Pastoral Team is led by the 
Deputy Head Teacher Mr Sims and the Directors of Achievement for KS3 and KS4 
Mrs Kitchen and Mrs Mackay.   
 

 Year 7 Leader  –  Mrs Harrison 
 Year 8 Leader  –  Mr Langley 
 Year 9 Leader  –  Mrs James 
 Year 10 Leader  –  Ms Evans 
 Year 11 Leader –  Mr Walker 

http://www.yorkhighschool.co.uk/
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Daily Routine 
 

Arrive between 8:30am and 8:35am. 
 
 
08:30 The outer doors are opened 
08:40 Registers are taken 
            Arrival after 8:40 is marked ‘late’ 
             Arrival after 10:00 is an AM absence 

09.00 Period 1 
10.00 Period 2 
11.00 First  Break 
11:20 Period 3 
12:20 Period 4 
13:20 Second Break 
           All pupils must remain on site 

13.55 Period 5 
14:55 End of school day  
15:05 Extra-curricular activities start 
 
 

 

Pupils needing to leave school during the day for an appointment must sign out at the 
Pupil Reception.  They will be issued with a permission slip that they may be asked to 
produce if encountered out of school by the authorities. 
 

All pupils are encouraged to take part in activities after school. A wide range of sports 
and other activities are on offer and enrich normal lessons. 
 

Basic equipment to be carried by all pupils in a bag, every day: 
Blue/Black Pen, Pencil, Ruler & Rubber 
Pupil Planner 
 
 

Each pupil is provided with a personal timetable at the start of the year which should 
be fixed securely into their planner. 
 

Attendance 
 

The DfE have recently amended the legislation regarding absence requests. Effective 
from September 2013, no request for term time holidays may be authorised. All other 
requests for leave of absence should be made using the form which is available from 
the school Pupil Reception or downloadable from www.yorkhighschool.co.uk 

http://www.yorkhighschool.co.uk/
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Absence from School 
 

Arrival in school after 10:00 or 14:15 counts as an absence. 
 

If your child is absent you must: 
 Contact the school by telephone on each day of absence by 10.00am 

on (01904) 555555 or text to 01904 500057.   
 Provide a written explanation by completing the Absence Note page of 

your child’s planner or by a note that should include the reason for the 
absence, dates, the child’s full name and a signature of the parent or 
carer.  

 

It is our policy to contact parents/carers on each day of absence if we have not received 
this message by 10.00am. We would do this using our texting system and also visits 
from our Attendance Officer. 
 

Our Attendance Team monitor pupil attendance very closely with the support of the 
local authority and we aim to support families where there are problems. We will  
however take legal action where there is persistent unauthorised absence including the 
use of fixed penalty notices. 
 

Pupil Planners 
 

Every pupil is provided with a pupil planner at the start of every year. This is a vital  
document in the success of our school and pupils are expected to have this planner in  
every lesson. Tutors will check on a daily basis that pupils have their planners and will 
issue temporary daily planner sheets for those who do not. As the planner is an  
essential way of communicating with parents, students who do not bring their planners 
will face sanctions. 
 

The planner will contain lots of information but most importantly homework and  
targets that have been set for your child. It is also the most effective way of  
communicating information to home and school. We require all parents/carers to sign 
the planner EVERY week so that we can make sure you are aware of your child’s  
progress. Tutors will check that planners have been signed and we will contact you if 
there is a problem with this. 
 

To encourage all students to value their planners and not view it as an optional/
disposable item, there will be a £5.00 charge to replace a lost planner. 
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Eating Arrangements 
 

We have two designated areas for students to eat during the school day, the Café and 
the main dining area, both are modern facilities that provide a pleasant environment 
for students who are purchasing food or bringing packed lunches. During fine weather 
there are numerous picnic tables on the patio by the Café for students to eat outside.  
 

For their safety no students are allowed off the school site at anytime during the school 
day. 
 

The school uses a system of fingerprint recognition in order to provide a cashless  
system of payment, please see Biometric information on page 18. The easiest way for 
parents to credit their child’s account is to use our online payment system. More  
information regarding this is available on the school website. We will also write to all 
parents at the start of term with details about how to access their account. Pupils  
wishing to credit their accounts by cash can do so in school at the two payment  
stations. Parents can also credit their child’s accounts by cheque to the school.  
 

Before School 
 

The breakfast club is open, in the main dining area, from 8:00 am to 8:20 am (last  
orders) for cereals, hot snacks and drinks. 
 

First Break 
 

The main dining area for Key Stage 3 and café area for Key stage 4 are open for drinks 
and snacks.  
 

Second Break 
 

A wide variety of hot and cold meals are available from the main dining area and café at 
lunchtime. Pupils can, of course, bring a packed lunch and these may be consumed in 
the café, main dining area or patio. Pupils must only eat food in designated areas for 
reasons of Health and Safety and also must make use of the bins provided. 
 

A canteen meal costs around £2.30, pupils entitled to free school meals will receive a 
lunch to the value of £2.30 that will be a choice from a set menu of options in order 
that pupils receive a nutritionally balanced meal in line with Government guidelines 
(the cost of a school meal will be reviewed by the local authority and the school in due 
course. We will notify you of any changes to this cost). This meal can only be consumed 
by the person to whom it is issued and no ‘change’ is given. Pupils can pay for  
additional items above this cost if they wish. 
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Homework 
 

Homework plays an important part in the academic progress of young people. The  

demands of homework change as pupils get older but we believe it is important that pupils 

get into good habits at an early stage.  

In order to develop positive behaviours for learning, Year 7 will be expected to have  
homework set in English, Maths, Science, MFL, History and Geography at least once every 2 
weeks whilst other subjects should set homework once per half term if  
appropriate. The maximum time any Y7 pupil should be expected to spend on any one  
homework piece is 30 minutes.  Many homework pieces will take less time than this. 
(Further information can be found in the Homework Policy on the school website) 
 

We also appreciate that some pupils can feel completing homework a challenge.  
Therefore we provide an after school homework support club every night except  
Tuesday. 
 

Using the school’s ICT provision pupils have access to a school wide network of  
materials and to the global network of resources via the Internet. York High School  
encourages pupils to use the rich information resources available on our computer  
network and the internet, together with the development of appropriate skills to  
analyse and evaluate such resources. These skills will be fundamental in the society our  
pupils will be entering when they leave education. 
 

Computers can be used to conduct research and communicate with others through the  
Internet. Users of computers and the Internet are responsible for their own behaviour and 
for their own communications over the network. Pupils are expected to behave responsibly 
when using the computers and Internet, just as they are in a classroom or a school corridor. 
Computer storage areas are treated like school exercise books and lockers, i.e. staff may 
review files and communications to ensure that users are using the system responsibly,  
pupils should not expect that files stored on servers or internet usage will always be private. 
 

All computer use in lessons is supervised. Normal school sanctions apply if pupils  
deliberately access inappropriate material during a lesson. We subscribe to a service  
provided by the City of York Council which filters the information provided so that school is 
safeguarded as far as possible from illegal, defamatory, inaccurate or  
potentially offensive material. No present or future technical solution can completely  
guarantee the restriction on pupils to unwanted internet material. However, we do  
believe the benefit to pupils from access to the internet in the form of information  
resources far exceeds any possible disadvantage. 
 

Art, Design and Technology Contributions: 
 

To allow us to make Art, Design & Technology projects as interesting and rewarding as         
possible, we are asking parents to make a voluntary contribution of £10 per year which will 
go towards the cost of materials.  Please see letter from Mrs Underwood for further details 



ICT Policy 
 

The following are not permitted while using the school ICT facilities: 
 Sending or displaying offensive messages or pictures 
 Using obscene language (we have software that can detect this) 
 Harassing, insulting or attacking others 
 Damaging computers, computer systems or computer networks 
 Violating copyright laws 
 Using other pupil’s passwords 
 Trespassing in others’ folders, work or files 
 Intentionally wasting resources such as printer paper/cartridges 
 

The following sanctions will apply if pupils behave irresponsibly: 
 A temporary or permanent ban of computer and/or internet use. Access 

to the network is a privilege not a right 
 Additional disciplinary action may be taken in line with existing practice 

on inappropriate language or behaviour in school 
 When appropriate, police or local authorities may be involved 
 

Travel to and from School 
 

Bicycles 

York High School encourages the use of bicycles to travel to and from school. 
To this end we provide appropriate storage for these during the school day. 
Sadly, we cannot take responsibility for damage to or theft of bicycles and can-
not stress enough the value of a good lock which should be used at all times. 
The bicycle sheds are locked shortly after the start of the school day for added 
security. Pupils needing access during the day can do so via reception. We 
would recommend that families have home insurance that covers bicycles in 
use away from the family home. 
 

Car 

Our school site is very busy at all times during the day and parking can be  
limited. We ask that you drive carefully in the area of the school and obey any 
parking or waiting restrictions especially when pupils are entering and leaving 
the site each day.  Please ensure that disabled parking spaces are always kept 
available for those with valid blue badges 
 

Buses 
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School Health 
 

Bringing Medication to School 
 

Normally it is anticipated that a pupil will not return to school after illness until 
the need for medication during normal school hours is over. 
There are occasions, however, when it is reasonable for medication to be taken in 
school. Certain safeguards are necessary in these circumstances, please visit 
www.yorkhighschool.co.uk for further information or request a copy of the 
‘Bringing Medication to School’ policy from school reception. 
 

Accidents and First Aid 
Several staff possess up-to-date First Aid Qualifications, but from time to time  
accidents take place which require more specialist advice and treatment than is 
available in school. On such occasions we must be able to contact parents, and 
this is why we ask parents to provide information of their availability during the 
day, to be kept on our files. A parent/carer is usually asked to go straight to the 
hospital and take over responsibility for their child. Where time is critical, of 
course, the pupil will be sent to hospital before the parent has been informed. 
 

If a child is taken ill while at school, First Aid Staff are available to provide minor 
treatment. If a child needs to be taken home, we will contact his/her parent/carer 
or an emergency contact to collect the child from school. 
Please keep the school informed of any change of circumstances which affects the 
availability of either parent/carer during the day and inform school immediately 
of any change in telephone number. 
Should your child return to school following an accident which results in reduced 
mobility, e.g. crutches are required, please contact the school as we may need to 
meet with parents/carers to put alternative arrangements in place to ensure your 
child’s safety. 
 

Use of emergency salbutamol inhalers in schools 
The Department for Health has issued guidance to schools regarding the use of 
emergency salbutamol inhalers (asthma rescue inhalers). Schools now have the 
discretionary power to hold a salbutamol inhaler for emergency use, i.e. if the pu-
pils own inhaler is broken or empty. To allow us to administer the inhaler in an 
emergency situation, consent must be given on page 2 of the Pupil  
Admission Form. 
Please note, the above provision does not replace the requirement for all pupils 
who have been prescribed an inhaler to carry their own inhaler with them at all 

times. 

http://www.yorkhighschool.co.uk/
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School Uniform  
 

 
Natural colour hair only 

 
 

White shirt with collar 
YHS tie* 

 
V neck jumper: 
KS3 Royal Blue* 

KS4 Black* 
 
 
 

 
 
 

Black  school trousers/ 
Black skirt with  

black opaque tights 
 
 
 
 
 
 
 

Plain black leather shoes/
trainers 

 

 
Jewellery: 
Watch 
Single pair of stud earrings 
Medical alert pendant 
 

P.E. Uniform 
 

Outdoor PE top* (compulsory) 
Indoor PE top*    (compulsory) 
Plain Black Tracksuit Bottoms or Shorts 
Trainers 
 

*These items are only available for purchase from York High School.   
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Data Protection 
 

We, York High School, are the Data Controller for the purposes of the Data Protection 
Act. We collect information from you and may receive information about you from your 
previous school and the Learning Records Service. We hold this personal data and use it 
to:  
 

 Support your teaching and learning; 
 Monitor and report on your progress; 
 Provide appropriate pastoral care, and 
 Assess how well your school is doing. 
 

This information includes your contact details, national curriculum assessment results, 
attendance information and personal characteristics such as your ethnic group, special 
educational needs and any relevant medical information. If you are enrolling for post 14 
qualifications we will be provided with your unique learner number by the Learning 
Records Service and may also obtain from them details of any learning or qualifications 
you have undertaken. 

 

Youth Support Service - Once you are aged 13 or over, we are legally required to pass 
on certain information to the provider of youth support services in your area. This is the 
local authority support services for young people aged 13 to 19 in England. We must 
provide the address of you and your parents (and your date of birth), and any further 
information relevant to the support services’ role. However, until you are aged 16 or 
older, your parent(s) can ask that no information beyond your name, address and date 
of birth be passed onto the youth services provider. This right transfers to you on your 
16th birthday. Please inform us if this is what you wish. 
 

For more information about young peoples’ services, please go to the Directgov Young 
People page at www.direct.gov.uk/en/YoungPeople/index.htm or the LA website. 
 

We will not give information about you to anyone outside the school without your 
consent unless the law and our rules allow us to. 
 

We are required by law to pass some of your information to the Local Authority and the 
Department for Education (DfE)   
 

If you want to see a copy of the information we hold and/or share about you then 
please contact School. 
 

Please refer to the York High School website for the full policy on data protection and 
on details of where to find information about how the Local Authority (LA) and/or DfE 
store and use your information at  www.Yorkhighschool.co.uk . 

 

http://www.direct.gov.uk/en/YoungPeople/index.htm
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Academic Year 2016/2017 

Training day                       Monday 5th September 2016 

Autumn Term Begins Tuesday  6th September 2016 

School Closes for Half Term Thursday 20th October 2016 

Training Day Friday 21st October 2016 

School Re-Opens Monday 31st October 2016 

Last Day of Autumn Term Friday 16th December 2016 

School Re-Opens Wednesday 4th January 2017 

School Closes for Half Term Thursday 16th February 2017 

Training Day Friday 17th February 2017 

School Re-Opens Monday 27th February 2017 

Last Day of Spring Term Thursday 6th April 2017 

Training Day Friday 7th April 2017 

School Re-Opens Monday 24th April 2017 

Bank Holiday Monday 1st May 2017 

School Closes for Half Term Friday 26th May 2017 

School Re-Opens Monday 5th June 2017 

Training Day 

 

Last Day of Summer Term 

 

Friday 30th June 2017 

 

Wednesday  26th July 2017 

 

Term Dates 
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Additional Support for Pupils and Parents/Carers 
 

Grants and Allowances Available to Parents 

Information about Grants and Allowances available to parents can be obtained from  the 
local authority’s School Services by phone (01904 551554), email 
(education@york.gov.uk) or by writing to West Offices, Station Rise, York, YO1 6GA.  
An Education Benefits Form can be downloaded from www.york.gov.uk. 



Page 14 

 
 

 

 CHILD’S NAME ___________________________    CLASS _________ 
 

York High School aims to create a positive, stimulating environ-
ment which promotes children’s learning and progress in line with 
the Respect Charter. 
 
THE PARENT(S)GUARDIAN________________________________________ 
 
I/We will endeavour to: 

Ensure my child attends school regularly, on time and in correct uniform 
Support my child to be organised with books and equipment 
Check and sign my child’s planner weekly 
Support my child to establish and maintain good homework routines 
Support the school ethos with high expectations for behaviour and effort 
Inform the school of any circumstances which may affect my child’s  
performance or well-being 
Attend parents’ evenings and information evenings 
Read progress reports 
Read and respond to emails and letters from school 
Provide the school with up to date contact information 
Inform the school on the first morning of any absence of my child 

 
Parent/Carer signature ____________________ 

Home – School Agreement 
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THE SCHOOL_______________________________________________________ 

 

The school will endeavour to: 
Provide a safe environment for all students and staff 
Provide pastoral care to ensure each student feels happy and supported 
Encourage all students to act with tolerance, sensitivity and respect for all 
Provide a broad and balanced curriculum, with support and challenge so that  
all students achieve their potential 
Provide a wide variety of extra-curricular opportunities 
Support students to make informed choices about their future studies and  
career paths 
Provide meaningful homework which is set and marked regularly 
Provide regular information on students’ progress 
Promote high standards of behaviour 
Not tolerate bullying of any kind, and will deal with any incidences quickly and  
appropriately 
Respond quickly to questions or issues raised by students and parents 

 

Headteacher’s signature __________________ 
THE PUPIL___________________________________________________________ 

 

I will endeavour to: 
Maintain a high level of attendance 95%+ 
Be punctual to all registrations, tutor times, assemblies and lessons 
Treat all other members of York High School with respect and kindness 
Put in the effort required to be successful 
Make positive contributions to school life 
Take responsibility for own learning 
Be organised and bring the correct equipment to school 
Establish and maintain good homework routines 
Treat all property and equipment at York High School with respect 
Wear my uniform correctly including PE kit 
Act appropriately when wearing my uniform to and from school 
Ask for help when I need it 
Tell a member of staff if I think that bullying (of any kind) is going on 
Tell a member of staff if I am worried about anyone’s safety at home or in school 

 
Pupil’s signature ________________________ 

 
                                                                                                                          PRIDE 
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Loss and Damage to School Property 
 

We expect all pupils to take care of school property and facilities. We will expect  
reimbursement for any loss of school property and for the cost of any malicious  
damage. Wanton acts of damage will be reported to the police. 
 

Loss of Pupils’ Property 

Items which are lost or misplaced by pupils are held at Pupil Reception. At the end of 
each term items not claimed are either recycled or donated to charity. Theft of personal 
items is rare but does happen occasionally. Pupils should be encouraged to put their 
belongings in a sealable bag and to check at the end of every lesson, especially PE, that 
they have collected all of their belongings. Over 600 lockers are available for a  
returnable deposit of £5.00. 
 

Confiscated Property 

Where it is deemed necessary to confiscate items from pupils, most items will be  
returned to pupils after school on the day the item was confiscated. In certain  
circumstances, e.g. repeat offenders, we reserve the right to call parents in to school to 
collect the item.   
 

Mobile Phones 
 

We have seen an increasing number of incidents where mobile phones have been used 
for cyber bullying in school in the last few years. We have a duty in safeguarding the 
welfare both of the young people in our care and also our staff.  In order to protect  
students from the dangers of cyber bullying we have decided to ban pupils from using 
mobile phones on the school site. 
Any mobile phone seen by a member of staff at any time during the school day will be 
confiscated and returned to the student at the end of the day, if the phone is  
confiscated again it will only be returned directly to parents. 
 
Pupils who need to contact home during the school day should contact their Year Lead-
er who will make the necessary arrangements. Parents needing to get messages to their 
children during the school day should contact school reception by phone (01904 
555500) or email (reception@yorkhighschool.co.uk). 
 

Library 
 

York High School uses the same fingerprint recognition system for the issue and return 
of library books as for the catering arrangements.  
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Consent Form For School Trips And Other Off-Site Activities 

Consent means you are happy for your child: 
 

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

Please note the following important information: 

 The trips and activities covered by this consent include:  

 all visits (including residential trips) which take place during the holidays or a 
weekend 

 adventure activities at any time 

 off-site sporting fixtures outside the school day 

 The school will send you information about each trip or activity before it takes place.   

 You can, if you wish, tell the school that you do not want your child to take part in any 
particular school trip or activity.   

 It is a parent’s responsibility to ensure that the school is kept up to date with any 
changes in your child’s medical conditions 

 

Written parental consent will not be requested from you for the majority of off-site activities 
offered by the school – for example, year-group visits to local amenities – as such activities are 
part of the school’s curriculum and usually take place during the normal school day. 
 

Notification Of Intention To Process Pupils’ Biometric Information 

We have used a biometric system in our library and for our catering system very successfully over 
the last few years.  The system has run very smoothly and without any causes for concern.   
Following new legislation however, the DfE has requested all schools using these systems write to 
each parent of a child explaining there use and requesting written consent of at least one parent to 
enable your child to continue using them.  We are obliged to do this even though we have a system 
in place already. 
 

The information from your child that we wish to use is referred to as ‘biometric information’ (see 
below) and is covered under the Protection of Freedoms Act 2012 (sections 26 to 28). 
 

The benefits of using automated (i.e. electronically-operated) recognition systems in our schools, are 
that they provide a quick and effective means for providing services to young people, allowing us to 
get pupils into lunch for example as quickly as possible and also minimise administration time re-
quired. 
 

Biometric information and how it will be used: 
Biometric information is information based a person’s physical or behavioural characteristics that 
can be used to identify them, for example, information from their fingerprint.  The school takes and 
uses information from your child’s fingerprint for the purpose of providing your child with access to 
the school’s catering, library and printing systems. 
The information used as part of an automated biometric recognition system takes measurements of 
your child’s fingerprint and converts these measurements into a template to be stored on the sys-
tem.  An image of your child’s fingerprint is not stored.  The template (i.e. measurements taken from 
your child’s fingerprint) is what will be used to permit your child to access services. 
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You should note that the law places specific requirements on schools when using personal 
information, such as biometric information, about pupils for the purposes of an automated 
biometric recognition system. 
   

For example:  
The school cannot use the information for any purpose other than those for which it was 
originally obtained and made known to the parent(s) (i.e. as stated above); 
The school must ensure that the information is stored securely;  
The school must tell you what it intends to do with the information;  
Unless the law allows it, the school cannot disclose personal information to another  
person/body – you should note that the only persons/bodies that the school wishes to 
share the information with is Biostore, Cunninghams and Softlink who are the suppliers of 
our biometric systems at York High School; This is necessary in order to administer and  
maintain the systems. 

 

Providing/Withdrawing your consent: 

As stated above, in order to be able to use your child’s biometric information, the written  
consent of at least one parent is required.  However, consent given by one parent will be  
overridden if the other parent objects in writing to the use of their child’s biometric 
information.  Similarly, if your child objects to this, the school cannot collect or use his/her 
biometric information for inclusion on the automated recognition system.   

You can also object to the proposed processing of your child’s biometric information at a later 
stage or withdraw any consent you have previously given.  This means that, if you give  
consent but later change your mind, you can withdraw this consent.  Please note that any  
consent, withdrawal of consent or objection from a parent must be in writing.   

Even if you have consented, your child can object or refuse at any time to their biometric  
information being taken/used.  Their objection does not need to be in writing.  We would  
appreciate it if you could discuss this with your child and explain to them that they can object 
to this if they wish.   

If you give consent to the processing of your child’s biometric information, please sign, date 
and return the enclosed consent form to Pupil Reception.  We would really appreciate your 
support with this matter and we apologise for having to make this request at this point, but 
we hope you will understand the need for us to do this.  Please let us know if you have any 
further questions. 

Please note that when your child leaves the school, or if for some other reason he/she ceases 
to use the biometric system, his/her biometric data will be securely deleted. 
 

Photographs are occasionally taken of pupils engaged in school activities, some of these 

photographs may be used in York High School publications such as the prospectus and News-
letter or on the school website/facebook. If you have any objection to photographs of your 
child being used in this way, please indicate this on page 4 of the Pupil Admission Form. 
It is also a normal part of school life to celebrate successes and achievements of our pupils, this 
often involves the Press. The Press and other local newspapers will often not publish photo-
graphs without including the child’s name, again, if you object to your child's photograph being 
used in this way please indicate this on page 4 of the Pupil Admission Form. 
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Online: www.yorkhighschool.co.uk 
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