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0. Document Control 
The table below contains the changes made between the different final editions of this document set for 

approval. This is to help provide information to those reviewing and approving the document of the 

changes being made. 

 
Document 

Edition 

Section Details of change 

September 2025 1 Added content to ‘Definitions’ 

4.2 Updated ‘Relevant external documents’ 

5.1 Updated role title 

5.2 Reformatted for clarity 

6 Added section  

7 Added section  

9 Amended ‘Key members of staff referenced’ 

10 Added ‘Appendix 2- Links to legislation and guidance documents’ 

September 2026  Reviewed and no updates required 
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1. Definitions 
The “Trust” refers to the company known as the University Schools Trust, East London and all Trustees, 

Governors and Staff who work within it. 

 

A “School” refers to an individual academy within the Trust, as denoted by their Unique Reference Number. 

As such a ‘school’ may span one or several phases of education to the individual academies within the Trust. 

Depending on the context the term “School” may refer to a singular academy or to all of the academies 

within the Trust but as separate entities. 

 

“Staff” refers to any individual who is employed by the Trust or who operates on the Trust’s behalf, e.g. 

Trustees and Governors. 

 

A “Parent” includes the natural or adoptive parent of a pupil as well as any non-parent / carer who has 

parental responsibility including being involved in the day-to-day care of a pupil. 

 

A “Pupil” includes any incoming or current pupil at any School within the Trust. It also includes any individual 

who was previously a pupil at any School within the Trust and who has left within the appropriate timeframe 

for consideration as necessary, e.g. complaints. The term pupil is used as standard by the UST in its policy 

documents but can be replaced with the term “student” or “child” with no change of definition. 

 

The “Headteacher” is defined as the individual who has ultimate responsibility for a school in line with UST 

strategy, approach, ethos and values. Individual schools may have alternative titles for this position such as 

Executive Headteacher or Principal. 

 

Parents may be recognised differently under education law and family law. Section 576 of the Education 

Act 1996 defines a “parent” as:  

• All birth parents, whether they are married or not.   

• Any person who, although not a birth parent, has parental responsibility for a child or young 

person.   

• Any person who, although not a biological parent and has no parental responsibility, has care of a 

child or young person (a person with whom the child lives and who looks after the child). 

Parents as defined above will be treated equally, unless there is a court order limiting an individual’s 

exercise of parental responsibility. In the event that the school is not informed of the existence of such an 

order, neither parent will have rights superior to the other. 

Family law defines “parental responsibility” as the rights, duties, powers, responsibilities and authority 

that a parent has in relation to a child. 

Individuals who have parental responsibility, or care for a child, have the same rights as birth parents. This 

includes the right to: 

• Receive information relating to their child’s education, e.g. pupil reports. 

• Participate in activities, e.g. elections for parent governors. 
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• Give consent, e.g. for school trips. 

• Be involved in meetings concerning the child, e.g. participate in an exclusion procedure. 

Any disputes regarding whether a person is a pupil’s parent, within the meaning of section 576 of the 

Education Act 1996, will be decided by the courts.  

Non-biological parents can acquire parental responsibility through: 

• Adopting a child. 

• Being appointed a guardian. 

• Being named in an emergency protection order. 

• Being granted a child arrangements order stating the child should live with them. 

• The agreement of a child’s mother (and other parent if that person also has parental 

responsibility). 

• A court order. 

An LA has parental responsibility if it is named in a child’s care order. Civil partners have parallel rights 

to married couples. 

Under section 8 of the Children Act 1989:  

• A prohibited steps order imposes a restriction whereby no steps which a parent could take 

within their parental responsibility may be taken without the court’s consent. 

• A specific issue order gives directions for determining a specific question in connection with an 

aspect of parental responsibility.   

• A child arrangements order sets out living arrangements and arrangements for whom a child is 

to spend time or have contact with. 

• A care order is where the LA limits the role that parents can play in their child’s life and 

schooling. 

• Terminating parental responsibility means the court can make an order under section 4(3) of 

the Children Act 1989 to terminate parental responsibility. 

For the purpose of this policy, a “resident parent” is defined as the parent with whom the pupil 

primarily lives, if a joint residency arrangement is not in place. A “non-resident parent” is a parent with 

whom the child does not primarily live. 

 

 

2. Scope of the Policy 
 

This policy applies to all staff and parents. This policy applies to all relevant adults who are 

defined as: 

 

• Trust staff, including any agency workers and contractors; 

• Teacher trainees and other trainees/apprentices; 
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• Volunteers and any other individuals who work for or provide services on behalf of or for the school 

to include, but not limited to, all those detailed in the single central record (as amended); 

• Trustees and governors 

 

 

3. Policy Aims and Ethos 
 

This policy is designed to ensure effective contact and liaison with separated families, which will 
help us to achieve our aims. Sir William Burrough Primary School recognises that children from 
families whose parents are separated, or are undergoing separation, may go through traumatic 
changes during their time at school. With this in mind, we will make every effort to work with 
parents to promote the welfare of children. This policy has been created to minimise any impact 
and to clarify to all parties what is expected from separated parents and what can be expected 
from the school and its staff. 

 

The policy aims to show how staff at Sir William Burrough Primary School will continue to work 
with families, in the best interests of children, after parents separate. Schools have a legal duty 
to work in partnership with families and to involve all those with parental responsibility in their 
child’s education. Section 576 of the Education Act 1996 defines a 'parent' as: 
 

• Biological parents, whether they are married or not. 
• Any person who, although not a biological parent, has parental responsibility for a child or 

young person. 

• Any person who, although not a biological parent, has care of a child or young person (a 
person with whom the child lives and who looks after the child). 

 
Schools must treat all parents equally, unless a court order limits an individual’s exercise of 
parental responsibility (DfE guidance). This obligation on schools continues even when family 
circumstances change, for example, relationships between parents break down. It is generally in 
the best interest of children if parents and schools can work together. Everyone who has 
parental responsibility has a right to receive information about the child. This is the case whether 
they live with the child or not. There is no requirement to inform one parent about 
communications with the other parent.  
 
Rights of those with parental responsibility. The DfE’s guidance on parental responsibilities, 
referred to above, explains that individuals who have parental responsibility for a child have the 
right to: 
 

• Receive information, such as pupil reports 
• Participate in activities, for example voting in elections for parent governors 

• Be informed about meetings involving the child; for example, parent consultation evenings 
and a governors' meeting on the child's exclusion 

• Timely information about upcoming events provided 
• Newsletters sent electronically or by post to non-residential parents. 
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4. Links to Legislation and Guidance Documents 
 

 Relevant Internal Policies 
This policy should be read in conjunction with the following policies: 

 

• Child Protection and Safeguarding Policy  
• Data Protection Policy   
• Information, Records and Data Protection: Policies and Procedures 
  
 

 Relevant External Documents 
 

• Keeping Children Safe in Education 2025 
 

• Education Act 1996  

• Data Protection Act 2018 

• UK General Data Protection Regulation 

• DfE (2025) ‘Keeping children safe in education 2025’  

• DfE (2023) ‘Understanding and dealing with issues relating to parental responsibility’ 

• Children Act 1989 

• The Education (Independent School Standards) Regulations 2014 

• Freedom of Information Act 2010 

• Child protection procedures for staff working in childcare settings 
  
 

5. Roles and Responsibilities 
 

 Executive Headteacher/Head of School/Senior Leadership Team 
 

The Executive Headteacher/Headteacher/Senior Leadership Team will ensure the 

implementation and adherence of this policy across their school and ensure that all those defined 

under ‘scope of the policy’ receive and have access to a copy of this document. 

 

The DfE's guidance also provides advice for Executive Headteachers/Headteachers and Senior 
Leaders, who should: 
• Ask parents or guardians for the names and addresses of all parents when they register a 

pupil 

• Ensure that names and addresses of all parents, where known, are included in the admission 
register and also in pupil records and are available to the pupil's teachers 

• Ensure that names and addresses of all parents are forwarded to any school to which the 
pupil moves 
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• Ensure that details of court orders are noted in a pupil's record 

• Where the address of a non-resident parent is unknown, tell the resident parent that the 
non-resident parent is entitled to be involved in their child's education and ask that 
information is passed on to them. 

 

 

 Parents 
• Providing their child’s birth certificate upon admitting their child to the school.  
• Informing the school when there is a change in family circumstances. The school recognises 
the sensitivity of these situations and will maintain all confidentiality requested by parents as far 
as possible. The school will also not make judgements about individual circumstances, and both 
parents will be treated equally 
• Where there is a court-mandated restraining order in place, providing the school with a copy, 
which will put measures in place to ensure the pupil is not released to named individuals 
• Where parents have shared care of their child (also known as joint custody), informing the 
school of the details of any disputes they have regarding the collecting of their child from 
school, in writing 
• Attending parents’ evening appointments for their child – the school expects parents to 
communicate with each other regarding this 
• Liaising and communicating directly with each other in matters such as the ordering of school 
photographs, tickets for performances and other instances. The school will not deal individually 
with these requests in view of the significantly increased workload that they represent 
• Signing leave of absence request forms and, where only one parent has signed, supplying a 
letter of written consent from the other parent  
• Contacting the school immediately where issues to the access of their child arise.  Children’s 
welfare and safety are paramount, where there are issues over access to children, the 
parent with whom the child resides should contact the school immediately.  
 

 Designated Safeguarding Lead (DSL) 
• Ensuring that relevant staff are aware of any court orders or child arrangements where 

neccessary 
• Making decisions regarding sharing information with parents about safeguarding 

concerns 

• Referring a pupil to the relevant support services, where required 

• Contacting Tower Hamlets Children’s Social Care where there are safeguarding concerns 
regarding parental contact 
 

 

 All Staff 
Follow procedures regarding the collection of pupils, consulting dismissal lists to ensure 

that school are complying with any legal restrictions 
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6. Progress reports and pupil records 
 
The school holds one parents evening appointment per child, where both parents are welcome. 
The school expects parents to communicate with each other regarding these arrangements. 
Parents are 
expected to liaise and communicate directly with each other in matters such as the ordering of 
school photographs, tickets for performances and other instances. The school will not deal 
individually with these requests in view of the significantly increased workload that they 
represent. Any parent has the right to receive reports and review pupil records of their child. If 
the parents are separated or divorced, reports will be sent to the parent and address noted in 
the school’s records specifying where the child resides with the expectation that they will share 
the report with the other parent. If the child is subject to a joint residence order and the school’s 
records formally capture that the child resides at two addresses, then reports will be sent to 
both addresses. The school will send copies of the reports to a parent with whom the child does 
not reside only if that parent submits a written request. 

 

7. Parental disputes/disagreements 
Disagreements between parents must be resolved between the parents and cannot be resolved 
by the school. The school will maintain an open door policy with both parents and the class 
teacher will be available to discuss any issues. In extreme circumstances, if there is a belief that a 
possible abduction of the child may occur or if the parent is disruptive, the police will be notified 
immediately. 
 
Where a separated parent has parental responsibility and requests to take the child during or at 
the end of the school day, the school will endeavour to ascertain that parents are in agreement, 
providing a non-contact order is not in place. The Executive Headteacher/Headteacher and 
senior leaders will use their discretion on the decision to allow a child to leave the premises with 
a non-resident parent. If parental consent is required for outings or activities, the school will 
seek consent from the resident parent, unless the decision is likely to have a long-term and 
significant impact on the child or the non-resident parent has requested to be asked for consent 
in all such cases. In cases where the school considers it necessary to seek consent from both 
parents, it is possible that one gives consent and the other withholds it. In such cases, the school 
will assume that parental consent has not been given (Separated Parents Dual Parental Consent 
Letter Appendix 1). 
 
Where parents seek to change a child’s name, parents are responsible for resolving potential 
conflicts about the change of a surname. There must be consent from both parents after divorce 
or separation for registering a change of name of a pupil. The school will ensure that the change 
in surname is supported by written evidence. A separated parent who has parental 
responsibility, but no longer lives with the child, may refuse to consent to changing the child's 
surname. In such cases, the parent wishing to change the child's name would need to apply to 
the courts for permission do so. In circumstances where a name change has already been 
affected by the school and it is in the interest of the child, who might be known by a new name, 
to refer back to a different name, the school will make a decision holding the best interests of 
the child under paramount consideration. 
 

 



 

 
 

 

Separated Parents Policy | DAU | September 2026 Page 11 of 16 

 

 

8. Approval Signature 
 

Signature of (enter position e.g. Chair)             

 

Print name          

 

Date           

 

 

9. Appendix 1 – Key Members of Staff Referenced 
 

Executive Headteacher Siobhan Fehim 

Head of School David Hodges 

Senior Leadership Team Richard Buggins 

David Ash-Uwadiae 

Becky Last 

Designated Safeguarding Lead David Ash-Uwadiae 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

Separated Parents Policy | DAU | September 2026 Page 12 of 16 

 

 

10. Appendix 2– Links to Legislation and Guidance Documents 
• Children Act 1989 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/1000549/The_Children_Act_1989_guidance_and_regulations_Volume_2_care_pla
nning__placement_and_case_review.pdf  
• DfE (2018) ‘Promoting the education of looked-after children and previously looked-after 
children’ 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/683556/Promoting_the_education_of_looked-
after_children_and_previously_looked-after_children.pdf  
• DfE (2025) ‘Keeping children safe in education 2025’ 
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_chil
dren_safe_in_education_from_1_September_2025.pdf  
• DfE (2023) ‘Working Together to Safeguard Children’ 
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_tog
ether_to_safeguard_children_2023.pdf   
• UK General Data Protection Regulation 
https://www.legislation.gov.uk/eur/2016/679/contents  
• DfE (2023) ‘Understanding and dealing with issues relating to parental responsibility’ 
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-
responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility  
 

 

11. Appendix 3 – Separated Parents Dual Consent Letter 
 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1000549/The_Children_Act_1989_guidance_and_regulations_Volume_2_care_planning__placement_and_case_review.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1000549/The_Children_Act_1989_guidance_and_regulations_Volume_2_care_planning__placement_and_case_review.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1000549/The_Children_Act_1989_guidance_and_regulations_Volume_2_care_planning__placement_and_case_review.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/683556/Promoting_the_education_of_looked-after_children_and_previously_looked-after_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/683556/Promoting_the_education_of_looked-after_children_and_previously_looked-after_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/683556/Promoting_the_education_of_looked-after_children_and_previously_looked-after_children.pdf
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
https://www.legislation.gov.uk/eur/2016/679/contents
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
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12. Appendix 4 – Parents Information Form 

Parent information form – To be completed as part of the Admissions Process 
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PUPIL INFORMATION 

SURNAME 
 

FIRST NAME 
 

DATE OF BIRTH 
 

 
Parent Details 

We need to collect details of every parent. 
For the purposes of the school, you’re a child’s parent if you: 

• Are the child’s biological parent 
• Aren’t the child’s biological parent, but have parental responsibility 

for them (e.g., adoptive parents, step-parents or guardians) 

• Have the child in your care (e.g., foster carers). 
 

We need these details so we can meet our statutory responsibilities towards all parents. 
 

If there’s a court order affecting the child that affects who has parental responsibility for the 
child, please contact the school office 
 

PARENT 1 

SURNAME 
 

FIRST NAME 
 

HOME ADDRESS 
 

HOME PHONE NUMBER 
 

MOBILE PHONE NUMBER 
 

WORK ADDRESS 
 

WORK PHONE NUMBER 
 

EMAIL ADDRESS 
 

RELATIONSHIP TO CHILD 
 

DO YOU LIVE WITH THE CHILD? (circle the most 
appropriate response) 

Yes, full-time / Yes, part-time / No 
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PARENT 2 

SURNAME 
 

FIRST NAME 
 

HOME ADDRESS 
 

HOME PHONE NUMBER 
 

MOBILE PHONE NUMBER 
 

WORK PHONE NUMBER 
 

WORK ADDRESS 
 

EMAIL ADDRESS 
 

RELATIONSHIP TO CHILD 
 

DO YOU LIVE WITH THE CHILD? (circle the most 
appropriate response) 

Yes, full-time / Yes, part-time / No 

IF YOU ANSWERED ‘YES, PART-TIME’, PLEASE 
SPECIFY 
(For example, ‘every other week’, ‘weekends 
only’, or ‘every week Monday-Thursday) 

 

 

 
 

 
 

PARENT 3 

WORK ADDRESS 
 

EMAIL ADDRESS 
 

PARENT 3 

SURNAME 
 

FIRST NAME 
 

HOME ADDRESS 
 

HOME PHONE NUMBER 
 

MOBILE PHONE NUMBER 
 

WORK PHONE NUMBER 
 



 

 
 

 

Separated Parents Policy | DAU | September 2026 Page 16 of 16 

 

 

RELATIONSHIP TO CHILD 
 

DO YOU LIVE WITH THE CHILD? (circle the most 
appropriate response) 

Yes, full-time / Yes, part-time / No 

IF YOU ANSWERED ‘YES, PART-TIME’, PLEASE 
SPECIFY 
(For example, ‘every other week’, ‘weekends 
only’, or ‘every week Monday-Thursday) 

 

 

PARENT 4 

SURNAME 
 

FIRST NAME 
 

HOME ADDRESS 
 

HOME PHONE NUMBER 
 

MOBILE PHONE NUMBER 
 

WORK PHONE NUMBER 
 

WORK ADDRESS 
 

EMAIL ADDRESS 
 

RELATIONSHIP TO CHILD 
 

DO YOU LIVE WITH THE CHILD? (circle the most 
appropriate response) 

Yes, full-time / Yes, part-time / No 

IF YOU ANSWERED ‘YES, PART-TIME’, PLEASE 
SPECIFY 
(For example, ‘every other week’, ‘weekends 
only’, or ‘every week Monday-Thursday) 
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