
 
 

 

 
20th October 2025 

 
Dear parent/carer  

 
Re: Data Collection Sheet  
 
In the event of an emergency or if your child is ill or injured, it is extremely important that the school 
holds the correct up-to-date information. Due to safeguarding regulations, we must have a 
minimum of 2 contacts per student. 

 
Please log in to MCAS, choose from the menu: Data Collection Form. Check and correct as necessary 
also please include an up-to-date email address. Complete any missing information, i.e.: travel 
arrangements, meal arrangements and all medical details including surgery, doctor and telephone 
number.  
 
Example attached – please note Tommy Becket is not a real person, this is for display purpose only. 
 
Thank you in advance for your co-operation. 

 
Yours faithfully 

 

S Crawford 

 
Mrs S Crawford 
Data & Admissions Assistant  
Scrawford@tbcs.nor.olicatschools.org  
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