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A. LETTER TO HEAD TEACHER 
 
British Broadcasting Corporation 
BBC News School Report, The Mailbox, Birmingham, B1 1AY 
 

 
 
schoolreport@bbc.co.uk 
www.bbc.co.uk/schoolreport 
 
Dear Head Teacher 
 
Welcome to BBC News School Report 2016/17. We look forward to working in 
partnership with your school by helping your students report on stories that matter to 
them. 
 
This letter is to give you some background information and to ask you to agree to the 
terms and conditions of participation in School Report in the academic year 2016/17. It 
also sets out the terms of the pupils’ involvement and gives you further information on 
the relevant policies including Child Protection and the use of social media. Please 
take the time to read these carefully. 
 
If you have taken part in the project previously, please note that there is now only one 
form to complete. We have also made some other changes to the project which we 
hope will give your pupils more opportunities throughout the year to get involved in 
School Report. 
 
BACKGROUND INFORMATION: 
 
BBC News School Report gives 11-16 year-old students in the UK the chance to make 
their own news reports for a real audience. 
 
Using lesson plans and materials from www.bbc.co.uk/schoolreport/teacher_resources  
and with support from BBC staff, teachers help students to develop their journalistic 
skills to tell the stories that matter to them. 
 
Here’s what others have said about the project: 
 

“Fantastic resources which fully engaged the students from lesson one. A great 
opportunity to allow students to work completely independently and to learn 
new skills in a fun and meaningful way.” 
Teacher from St. Benedict’s Catholic College 
 
“We think this project fosters increasing independence and an interest in the 
world beyond school and social media.” 
Teacher from Newstead Wood School 
 
“I think that the BBC School Report is the perfect example to allow students like 
me to engage with other pupils and learn a lot of information independently.“ 
Student from St Marylebone C of E Secondary School. 
 

http://www.bbc.co.uk/schoolreport
http://www.bbc.co.uk/schoolreport/teacher_resources
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“This is a very educationally challenging and engaging day that gives the 
chance to work with people you never knew existed. Also it helps people with 
talking to new people and communication skills.” 
Student from South Craven School. 
 

HOW TO GET INVOLVED: 
 
Once you have completed the paperwork and signed up to the project there are three 
ways in which you can get involved throughout the academic year: 
 

1. News Day, Thursday 16th March 2017 
 
All School Report schools take part in an annual News Day, simultaneously creating 
video, audio and text-based news reports, and publishing them on a special School 
Report page on their school website. Each school has permission to use BBC News 
School Report branding. 
 
The BBC will link to all schools taking part via www.bbc.co.uk/schoolreport on News 
Day the BBC also features School Reporters on many of its programmes.  
 

2. Story themes throughout the year 
 
School Report isn’t just about one day. During the academic year the BBC will contact 
your school about other news moments we’d like students to get involved with. These 
may be around big stories, sports events or topics of interest to young people. There is 
no obligation to take part in these moments but we hope you will support students who 
want to tell their stories. 
 
You’ll be able to upload your audio, text or video content for these direct to the BBC 
School Report Uploader via www.bbc.co.uk/schoolreport. You can also put the content 
on your own website and a selection of stories will be used across BBC platforms (TV, 
Radio and Online). We will be in touch to let you know when these are taking place. 
 

3. The Pitch -- an amazing one-off opportunity! 
 
This year we will be running “The Pitch”. Schools and individual young people will be 
invited to submit story ideas. These will be shortlisted by a panel of BBC news editors 
who will then commission several stories and the BBC will work with selected schools 
and/or students to make their story. Again there is no obligation to take part in this 
challenge but watch out for more information throughout the year. 
 
HELP AND SUPPORT: 
 
If requested, and where possible, BBC members of staff may be able to support 
schools as mentors helping to create your news stories and also providing BBC 
training in skills such as digital storytelling. 
 
Please indicate on the Agreement (section E of this pack) if you would like a BBC 
mentor to work with you and your school if possible. 
 
 
 

http://www.bbc.co.uk/schoolreport
http://www.bbc.co.uk/schoolreport
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PARENTAL CONSENT: 
 
Before you can sign up to School Report you must obtain parental consent for 
all students creating, contributing or featuring in School Report content. 
 
We have created a letter for students’ parents/guardians outlining what the School 
Report project involves and asking them to complete a parental consent form. Please 
make sure that they receive a copy. You can find it on our website here 
www.bbc.co.uk/schoolreport/18722237. 
 
This consent must be obtained by the school: 
 

1. Before School Report content is published on the school website, the BBC 
website or other external facing websites or platforms. It is your responsibility 
to get and keep the parental consent forms; however the BBC may ask for 
copies at any time. 

2. Before the BBC works directly with your students to create School Report 
content either in a workshop or filming and recording with pupils. We will 
collect copies of the parental consent forms from you if and when we are 
working directly with children. 

 
You should be aware that you will need a parental consent form for every child 
featured in the work created at your school for School Report, even those not taking 
part in the project. (e.g. children who are interviewed or whose faces can be identified) 
 
WHAT NEXT? 
 

1. Please read all information and advice on social media use (section C) and the 
Terms and Conditions (section D); 

2. Please send out parental consent forms to all parents of children who will be 
involved in School Report 2016/17; 

3. Once all parental consent forms have been signed and returned to you, 
please sign the Head Teacher Partnership and Consent Agreement 
(section E) and return it to us. 

 
If you have any questions you can e-mail schoolreport@bbc.co.uk or check the Q&A 
section of our website here: www.bbc.co.uk/schoolreport/16224074 . If you have an 
urgent issue you can call us on 020 8787 5000. 
 
Thanks again for taking part in BBC School Report. We hope it will be an exciting 
project for your school and your students! 
 
Yours faithfully 
 

 
Sharon Stokes 
Head of School Report 

http://www.bbc.co.uk/schoolreport/18722237
mailto:schoolreport@bbc.co.uk
http://www.bbc.co.uk/schoolreport/16224074
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B. BBC CHILD PROTECTION POLICY 
 
HOW THE BBC WORKS WITH YOUNG PEOPLE: 
 
The BBC is committed to safeguarding the welfare of children and young people. The 
BBC successfully works with many children and young people every year in a variety of 
ways and in this respect the BBC acknowledges its position as a powerful medium of 
influence. The BBC also has a duty of care to protect its own staff in this respect. 
Throughout the project the young people may be working with BBC staff. 
 
In pursuance of the above we undertake that: 
 

1. Where a child or young person is involved the BBC will always undertake a risk 
assessment in line with BBC’s ‘Working with Children’ guidelines. 

2. BBC staff who attend schools and events will work in compliance with the 
BBC’s Child Protection Policy. 

3. BBC staff and associates will not ask for the personal details or contact details 
of any young person or offer their own details. Only generic BBC contact details 
will be provided. 

4. Some schools will be allocated BBC mentors. All mentors will have signed a 
personal disclosure form and have familiarised themselves with the BBC’s 
working with children guidelines. 

5. Before attending your school in person, BBC mentors will also have completed 
the relevant criminal record check. e.g. either a DBS, PVG or a basic criminal 
record check via Disclosure Scotland. If you have any questions about the type 
of check a mentor has please contact schoolreport@bbc.co.uk.  

6. All BBC staff working on the project will have received basic training in child 
protection. They will have been instructed to ensure they are never left alone 
with children, never to give children their contact details and never to enter into 
any dialogue with the children except via a teacher or with a teacher present. 

7. BBC representatives who, through the course of their work in a school, become 
concerned about the welfare of a child will share that concern with the school’s 
Designated Senior Person (DSP), who will follow locally agreed procedures. 
The BBC member of staff will also report this to a BBC Child Protection 
Advisor. 

 
For our part we require your agreement that: 
 

1. You will not leave any BBC staff or associates unaccompanied in the presence 
of a child or young person.  

2. You will inform your children/students that they must not ask any BBC staff or 
associates for their personal details or give their own details to any staff; and 
that they must not approach BBC staff or associates unless accompanied by a 
school teacher or carer. 

 
Please note that children and young people will not be directed by BBC staff to do 
anything that would compromise their safety and risk assessments will be created for 
all BBC-led activities. 
 
If you are working with any other organisations to help you deliver the project then you 
are responsible for ensuring that all the child protection policies and procedures are in 
place for their staff and that you are happy with this. 

mailto:schoolreport@bbc.co.uk
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You can find more information about the BBC’s Child Protection Policy here: 
http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child
_protection.html  
 
Note on use of School, Teacher and Pupil Information & Data Protection: 
 

• Any personal information collected by the BBC will be processed in accordance 
with the Data Protection Act 1998. 

• Information about the school, including personal information collected about the 
head teacher and the lead teacher, will be held on a BBC database for the 
following purposes: administration; use during the School Report project, 
contacting schools about future projects run by the BBC. 

• The BBC will contact the school each year to confirm whether the school 
wishes to remain on the database for project purposes and to update any 
contact information already held by the BBC. 

• The BBC will not pass on any personal information or any information about the 
school to external third parties otherwise than is necessary for the running of 
the School Report Project. 

http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
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C. SCHOOL REPORT AND SOCIAL MEDIA 
 
Social media is a tool used by many journalists to gather news. Increasingly it is also 
used by the BBC to reach large audiences, for example by publishing content on the 
BBC Facebook pages or BBC YouTube channels. This is particularly important as 
more and more people are not getting their news via radio or TV. 
 
BBC News School Report uses social media and has a Twitter account aimed at 
teachers and other adults interested in the project (@bbcschoolreport). Other social 
media accounts with a similar audience may be set up by the project in 2016/17. 
 
Because we want to promote School Reporters’ work, the School Report team could 
also post some reports made in partnership with participating schools on the BBC 
News social media accounts (Twitter, Instagram, Facebook or Vine, for example) and 
the BBC YouTube channel. These accounts are for the general audience and the 
purpose of using them would be to get a wider audience via the BBC for a school’s 
work. 
 
Like most BBC webpages, the School Report pages enable people to share published 
pictures and text to social media accounts. 
 
How School Report uses social media, like all our work, is informed by the BBC’s 
editorial guidelines. These state that the physical and emotional welfare and the dignity 
of children and young people should be protected during the making and broadcasting 
of our content. Learning how to use social media safely and responsibly is an 
important skill for young people and you will have your own procedures about use and 
guidance for pupils in order to support their digital literacy. 
 
The minimum age for most social media accounts is 13+. We would recommend 
you advise students to adhere to the recommendations and rules of social media 
sites regarding the minimum age of account holders. 
 
By returning Head Teacher Partnership and Consent Agreement you are 
demonstrating that you understand the above. This means that if your school decides 
to run the project with pupils aged under 13 it is possible that the work and images of 
under 13 year olds could feature on social media accounts. However it is not an 
essential part of the project for young people to use social media themselves. 
 
A good site to help pupils stay safe on social media is: 
www.bbc.co.uk/cbbc/curations/stay-safe 
 
We ask you to publish your content onto your school website as this is a safe 
environment for us to link to. However, we are aware that some schools find this 
difficult to do and have previously uploaded their content to a YouTube account. 
We would advise that if you do this you may wish to make sure the comments 
section is disabled on the site. The BBC School Report YouTube site does not 
allow comments and this is to protect children from any potentially abusive or 
harmful comments. 

http://www.bbc.co.uk/cbbc/curations/stay-safe
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D. BBC NEWS SCHOOL REPORT PARTNERSHIP AGREEMENT TERMS AND 
CONDITIONS 
 

1. The BBC agrees that it will: 
a. co-ordinate the project; 
b. run a high profile event on 16th March 2017, “School Report News 

Day”, designed to motivate and enthuse the students and bring an 
audience to their work; 

c. host web pages relating to the project at www.bbc.co.uk/schoolreport. 
These pages contain free resources to help schools prepare for School 
Report News Day and learn about the news in their mainstream classes; 

d. link from www.bbc.co.uk/schoolreport to all the students’ news on the 
school’s own dedicated School Report web page; 

e. aim to provide schools with some direct journalistic support either 
digitally, via phone, e-mail or in person; 

f. process any personal data collected from teachers and pupils in 
accordance with the Data Protection Act 1998 (also see note below); 

g. conduct surveys from time to time and share the results with other 
educational institutions for use on their websites and/or publication on 
the BBC website; 

h. work in compliance with the BBC’s Child Protection Policy and Editorial 
Guidelines. You can find more about the BBC’s Child protection Policy 
here: 
www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguideli
nes/child_protection.html and about the BBC’s Editorial Guidelines here: 
www.bbc.co.uk/editorialguidelines. 
 

2. You agree, on behalf of the school, that you will: 
a. Get parental / guardian consent for every child taking part in BBC 

News School Report at your school before publishing any material on 
your website or involving children in workshops and filming with the 
BBC; 

b. in regard to your organisation of the project: 
i. provide a lead teacher to work on the project to be co-ordinator 

and principal contact with the BBC, and to ensure, on your 
behalf that the project runs safely; 

ii. organise parental consent for pupils to take part in the project 
including permission for the use of the pupils’ work and images 
on all BBC TV, radio or online programmes including social 
media. We provide letters and forms for this. These must be 
obtained before the project can go ahead and must be held in 
file at the school. The BBC will need a copy of these forms if 
they are working directly with your school on workshops, training 
or producing news content to appear directly on a BBC platform; 

iii. ensure that BBC staff are never left alone with pupils. They must 
be supervised at all times by a member of your staff; 

iv. ensure that all health and safety procedures are adhered to 
including carrying out all risk assessments and taking the 
appropriate action to mitigate risk. BBC staff are not responsible 
for these; 

http://www.bbc.co.uk/schoolreport
http://www.bbc.co.uk/schoolreport
http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
http://www.bbc.co.uk/editorialguidelines
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v. set-up a dedicated external-facing ‘School Report’ web page as 
part of your school website (or that of a suitable educational 
partner), and send us the URL for this web page before News 
Day; 

vi. take part in the School Report News Day event on 16 March 
2017 putting material on your dedicated School Report web 
page.  

c. in regard to copyright: 
i. only use BBC branded or copyrighted materials we make 

available to you for educational work directly related to School 
Report and as specified by us; 

ii. agree that the copyright and any other intellectual property rights 
in the materials (text or audio visual) generated by schools as 
part of School Report shall remain with the school and may be 
used for internal education purposes only, including placing on 
the school website, showing to parents, pupils and to other 
schools, but that the BBC shall be entitled to exclusive use on all 
media platforms (including but not limited to print, radio, 
television and online including social media) and that the school 
will not use the material in any other way without the prior 
permission of the BBC (not to be unreasonably withheld);  

iii. acknowledge that copyright in the materials created by the BBC 
belongs to the BBC alone for use on all media platforms 
(including but not limited to print, radio, TV and online and social 
media whether in a streamed or downloadable form) throughout 
the world, or as the BBC decides; 

iv. acknowledge that the BBC has the right to contact the press and 
use the contributions of pupils and teachers (text, photographs 
or audio visual) to publicise the project, including in marketing 
materials; 

v. process any personal data collected from BBC staff in 
accordance with the Data Protection Act 1998. 

d. in regard to social media: 
i. acknowledge that BBC News School Report uses social media 

and will regularly post on the project’s accounts and retweet 
teacher and school messages, including photographs; 

ii. acknowledge BBC News School Report could also post some 
work by those participating on BBC News social media accounts; 

iii. agree it is the school’s responsibility to manage and run their 
own social media accounts which may feature material made 
with School Report (please read Section C of the Teacher 
Pack); 

iv. recognise the minimum age for having a social media account is 
usually 13 years; 

v. understand that if the school runs the project with pupils aged 
under 13 it is possible that their work or images may appear on 
BBC social media accounts. 

e. in regard to your website: 
i. agree to put the students’ news on an externally facing school 

website (or that of a suitable educational partner) by 4.00pm on 
16th March 2017. The aim is for the BBC to link to school 
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websites from the BBC website. Having an audience is an 
essential part of School Report; 

ii. confirm that the school is responsible for the content on the 
school website and that the school will follow the appropriate law 
and guidelines (child protection, copyright, libel, fairness, etc.) 
and have a system for ensuring they are adhered to. The BBC 
will provide guidance to help (see www.bbc.co.uk/schoolreport) 
on this but the school is responsible for the content not the BBC; 

iii. ensure that pupils’ first names ONLY are used in material 
generated by the project and that everything is done to guard 
their safety. 

f. Share learning from the School Report project with others. This 
includes taking part in the BBC’s evaluation of the project and in the 
production of audio visual materials, briefings, lessons plans, 
worksheets, etc. as agreed. 

3. The children’s involvement in BBC News School Report: 
a. The children’s contributions to the project and their images, including 

survey results, if any, (“the Contributions”) may be used by the BBC 
(acting reasonably) across all platforms in perpetuity throughout the 
world, such use includes (but is not limited to) radio, television, online, 
downloads, podcasts, vodcasts, social networking sites and promotional 
material and may also be shared in any form with other schools and 
educational bodies. 

b. In the case of material generated by the BBC during the project, the 
parent/guardian assigns to the BBC all rights in the Contributions. 

c. In the case of material generated by the school or any other 
organisations working with the school, during the project, copyright shall 
remain with the school or organisation and may be used for educational 
purposes only but the parent/guardian grants the BBC an exclusive 
licence to use the Contributions on all media platforms in perpetuity 
throughout the world, such use includes (but is not limited to) radio, 
television, online, downloads, podcasts, vodcasts, social networking 
sites and promotional material, and may also be shared with other 
schools and educational bodies. 

d. The BBC shall be entitled to alter, edit or cut the material created at its 
absolute discretion and retains absolute editorial control over any 
content used by the BBC. 

e. The BBC has the right to contact the press and use the contributions of 
pupils and teachers (text or audio-visual) to publicise the project. 

http://www.bbc.co.uk/schoolreport
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E. PARTNERSHIP AND CONSENT AGREEMENT 
 
PLEASE COMPLETE IN BLOCK CAPITALS AND DETACH THESE PAGES FROM 
THE TEACHER PACK. 
 

 

 SCHOOL REPORT  Make the news in your school 
On TV, Radio & Online 

 
 
I agree that pupils from: 
 

(NAME OF SCHOOL) 
 

(ADDRESS OF SCHOOL) 
 
… can take part in BBC News School Report for the current academy year (2016/17) 
and agree to abide by the terms and conditions (section D of  the Teacher Pack). 
 
I confirm that I have the authority to enter into this agreement on behalf of the above 
named School. 
 
I confirm that I have obtained the necessary parental consent and will keep them on 
file giving copies to the BBC only when requested. 
 

(NAME OF HEAD TEACHER) 
 

(SIGNATURE OF HEAD TEACHER) 
 

(DATE) 
 

(HEAD TEACHER’S EMAIL ADDRESS) 
 

(HEAD TEACHER’S TELEPHONE NUMBER) 
 

(NAME OF LEAD TEACHER) 
 

(LEAD TEACHER’S EMAIL ADDRESS) 
 

(LEAD TEACHER’S TELEPHONE NUMBER) 
 
YOUR SCHOOL REPORT WEBSITE: 
 
 Tick this box if you are using the same website for uploading School Report 
content as you did in 2015/16. 
 
If you didn’t take part in school report last year, or are using a new website, please 
specify the URL. If you don’t know this information yet, you can let us know this later 
by emailing schooreport@bbc.co.uk: 
 

(SCHOOL REPORT CONTENT URL) 
 

mailto:schooreport@bbc.co.uk
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BBC STAFF SUPPORT: 
 
We can sometimes offer additional support by assigning a member of BBC staff to 
your school to act as a mentor. What type of mentor would you like (subject to staff 
availability): 
 
 A remote BBC mentor to provide support by phone or email 
 A face-to-face BBC mentor that may be able to visit your school 
 We would not like a BBC mentor 
 
ABOUT YOUR STAFF AND STUDENT PARTICIPATION: 
 
For our records, could you tell us the number of staff and students you intend to be 
involved in BBC News School Report 2016/14: 
 

1. Across the whole academic year: 
STAFF:  STUDENTS:   

 
2. Specifically on News Day, 16th March 2017: 

STAFF:    STUDENTS:   
 

3. The age range of the students (must be 11-16): 
 

 
TO BE COMPLETED BY THE BBC: I agree that this school can take part in BBC 
News School Report and that the BBC will provide the support as outlined in the 
attached documentation. 
 

 
Sharon Stokes, Head of School Report 
On behalf of BBC News School Report 

 
PLEASE DETACH AND RETURN THIS THIS FORM TO US EITHER BY: 
 
SCANNING AND EMAILING IT TO schoolreport@bbc.co.uk …  
 
… or you can post it to: 
 

BBC News School Report 
BBC Outreach 
The Mailbox 
Birmingham 
B1 1RF 

 

mailto:schoolreport@bbc.co.uk
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