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Data Protection Policy 
 

Pupils, Parents, Guardians, Staff, Governors, Contractors and Visitors 
 

1. General Statement of the School's Duties 

The School is required to process all relevant personal data as part of its operation and shall 
take all reasonable steps to do so in accordance with this policy and the Data Protection Act 
which governs it. 

2. Data Protection Controller 

The School has appointed a Data Protection Controller ("DPC") who will endeavour to ensure 
that all personal data is processed in compliance with this Policy and the Principles of the 
Data Protection Act 1998. The Data Protection Controller is the Director of Finance and 
Operations.  The School is registered with the ICO (Information Commissioner’s Office) and 
subject to its guidelines and requirements in all data matters.  

3. The Principles 

The School shall so far as is reasonably practicable comply with the Data Protection 
Principles ("the Principles") contained in the Data Protection Act to ensure all data is: 

 Fairly and lawfully processed; 
 Processed for a lawful purpose; 
 Adequate, relevant and not excessive; 
 Accurate and up to date; 
 Not kept for longer than necessary; 
 Processed in accordance with the data subject's rights; 
 Secure; 
 Not transferred to other countries without adequate protection. 

4. Definition of Data  

Data is any record processed or retained by the school, in electronic or physical format and 
includes any expression of opinion about the individual and any indication of the intentions 
of the data controller or any other person in respect of the individual 
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5. Responsibilities 

5.1 All staff are required to be familiar with the data protection policy and particularly with 
the principles that shape it. Provision is made within the Acceptable Use Agreement of the 
management of data on school iPads.  

5.2 The Director of Finance and Operations oversees all aspects of this policy and is 
responsible for reviewing its implementation and effectiveness. 

 6. Personal Data 

Personal data covers both facts and opinions about an individual. It includes administrative 
information necessary to keep in contact, academic information, including photograph and 
film, pastoral and medical information and for staff includes in addition, employment data, 
performance data and contractual and disciplinary data.  It includes records of internet and 
computer use using monitoring software. It includes CCTV footage from our security 
cameras. 

7. Permissions to process Personal Data 

7.1 On acceptance of a place at the school, parents give permission to the school to hold and 
process personal data for their child and themselves including sensitive personal data. An 
employee’s consent to hold and process data is given by them on acceptance of their 
contract.  

7.2 For pupils of an age to consent to access to their data, a pupil’s permission will be 
sought. The definition of the age at which this is appropriate will be a matter for discussion 
and will depend on the maturity of the child. Any information which falls under the 
definition of personal data and is not otherwise exempt, will remain confidential and will 
only be disclosed to third parties with the consent of the subject of that data. 

Governors give consent to the processing of their data when they take up office.   

Contractors’ agreements state the school’s and their own duties in handling data. 

8. Sensitive Personal Data 

The School may, from time to time, be required to process sensitive personal data regarding 
a stakeholder. Sensitive personal data includes medical information and data relating to 
religion, race, or relate to pastoral or welfare concerns. For staff it might include trade union 
membership, disciplinary matters, criminal records and proceedings. Where sensitive 
personal data is processed by the School, the explicit consent of the subject will be required 
in writing.  
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9. Rights of Access to Information 

Pupils, parents, guardians, staff and governors have a right of access to information held by 
the School. Any person wishing to access their personal data should complete a Subject 
Access Request (SAR) The School will respond to any such written requests as soon as is 
reasonably practicable and in any event, within 40 days for access to records and 21 days to 
provide a reply to an access to information request. The information will be provided as 
soon as is reasonably possible. 

10. Purposes for which data can be processed  

The school can process data to carry out any of its functions as a school, employer, business 
and a charity. Clauses relating to the use of data for publicity purposes are found in the 
terms and conditions, in our Use of Photographic Images Policy and in our E-safety policy. 

11. The passing of personal data to third parties  

From time to time the School may pass your personal data (including sensitive personal data 
where appropriate) to third parties, including local authorities, other public authorities, 
independent school bodies such as the Independent Schools Inspectorate and the 
Independent Schools Council, health professionals and the School's professional advisers, 
who will process the data:  

11.1     to enable the relevant authorities to monitor the School's performance;   

11.2     to compile statistical information (normally used on an anonymous basis);   

11.3     to secure funding for the School (and where relevant, on behalf of individual pupils);   

11.4     to safeguard pupils' , staff and governors’  welfare and provide appropriate pastoral     
(and where relevant, medical and dental) care for pupils, staff, parents  and 
governors;  

11.5     where necessary in connection with learning and extra-curricular activities 
undertaken by pupils;   

11.6     to enable pupils to take part in national and other assessments and to monitor pupils' 
progress and educational needs;   

11.7 to obtain appropriate professional advice and insurance for the School;   

11.8 where a reference or other information about a pupil or ex-pupil, member of staff or 
governor  is requested by another educational establishment or employer to whom 
they have applied;   

11.9 where otherwise required by law, for example in connection with the Government's 
Connexions services, or requested by the Police or Inland Revenue, Home Office;   

11.10 otherwise where reasonably necessary for the operation of the School 
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11.11   The School may also (unless you request otherwise) share personal data about 
former pupils with any association, society or club set up to establish or maintain 
relationships with alumni of the School, who may contact alumni from time to time by post, 
email and SMS about the School and its activities, and for promotional and marketing 
purposes on behalf of the School. 

11.12 All third parties are data controllers in respect of the personal data they receive, and 
must themselves comply with the Data Protection Act 1998 

12. Exemptions 

12.1 Certain data is exempted from the provisions of the Data Protection Act which includes 
the following: 

 The prevention or detection of crime; 
 The assessment of any tax or duty; 
 Where the processing is necessary to exercise a right or obligation conferred or 

imposed by law upon the School;  
 The right to privacy of another subject contained in the records of a third party; 
 Where a safeguarding issue will be created by the provision of information  

12.2 The above are examples only of some of the exemptions under the Act. Any further 
information on exemptions should be sought from the DPC. An up to date list of exemptions 
which pertain in a school setting can be obtained from the Information Commissioner’s 
website. http://ico.org.uk 

 13. Accuracy 

The School will endeavour to ensure that all personal data held in relation to pupils, parents, 
staff and governors is accurate. All subjects should notify the DPC of any changes to 
information held about them. A person has the right to request that inaccurate information 
about them is erased or corrected.  

14. Enforcement 

If a person believes that the School has not complied with this Policy or acted otherwise than 
in accordance with the Data Protection Act, the person should complain to the DPC. 

15. Openness 

Further questions 

If you have any queries about this policy or how personal data is processed by the School, 
please contact the Director of Finance and Operations on 01959 526041. 

If you wish us to place further limitations on the use of your data, please write to the 
Headteacher.  

 

http://ico.org.uk/
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Documents which relate to this policy: 

Terms and Conditions 
Acceptance Form 

Staff Contract 

Contractors’ Service provision agreement 

Use of Photographic Images Policy 

E-safety policy 

Data retention policy  

Email communication policy  

CCTV policy 

ICT Acceptable Use Agreement 

Staff Training was carried out in Trinity Term 2015   
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Subject Access Request 

Date of Request ……………………………………………. 

I would like to make a Subject Access request.  

Name ………………………………………………………………………………………………………… 

Records Requested…………………………………………………………………………………… 

 

 

 

Are you the subject of this data record?   Yes/ No  

 

If not who is the subject of this data? 

 

 

If so please explain why you think you are entitled to have this data. 

 

 

Under the Data Protection Act the School must reply to this request within 21 days and provide the 
requested information, unless you are not entitled to it or it is exempted from the provisions of the 
Act, within 40 days.  


