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DATA PROTECTION AND 

RECORD-KEEPING POLICY

The Schools are registered under the Data Protection Act.  They are required to process relevant personal data regarding staff and students/pupils and shall take all reasonable steps to do so in accordance with this Policy.

Parents accept a place for their child at the schools in the knowledge that data about students/pupils and their parents will be collected periodically and stored/processed in order to allow for the efficient operation of the schools.  Parents who accept a place for their child are also invited to agree to the schools using photographs of their child and information relating to his/her achievements for promotional purposes, which may be published on the website or in promotional literature.

Data Protection Controller

The Trust has appointed The Bursar as the 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 Principles

The Schools 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

Personal Data

Personal data covers both facts and opinions about an individual.  It includes information necessary for employment such as the employee’s name and address and details for payment of salary.

Processing of Personal Data

An employee’s consent may be required for the processing of personal data unless processing is necessary for the performance of the contract of employment.  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 employee.

Sensitive Personal Data

The schools may, from time to time, be required to process sensitive personal data regarding an employee, including medical information and data relating to religion, race, trade union membership and criminal records and proceedings.  Where sensitive personal data is processed by the schools, the explicit consent of the employee will generally be required in writing.
Rights of Access to Information

Staff and students/pupils have the right of access to information held by the schools, subject to the provisions of the Data Protection Act 1998.  Any person wishing to access their personal data should put their request in writing to the DPC.  The schools will endeavour to 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 imparted to the member of staff/student/pupil as soon as is reasonably possible after it has come to the schools` attention.

Exemptions

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 above are examples only of some of the exemptions under the Act.  Any further information on exemptions should be sought from the DPC.

Student/pupil records

The Gregg School

A file is kept on each student/pupil in the Assistant Headteachers’ Office. The file holds the acceptance form, (the parent contract) and the academic record of a student/pupil as he or she progresses through the school.  It will also include reports of all conversations between parents and members of staff about any academic or pastoral issues, school reports, references from previous schools and references prepared for universities and other institutions. It will record any disciplinary sanctions imposed on a pupil. The student/pupil’s registration card is held in the school’s main office.

The information held on the school’s electronic database covers: the student/pupil’s name, address, form, and emergency contact details, academic performance and subjects studied. Daily attendance records are recorded in manual registers.
St Winifred’s School

A file is kept on each pupil in the school office. The file holds the completed application form, copy of pupils birth certificate, copy of signed internet policy and past years offsite medical forms. Letters from parents and reports or details from previous schools are also kept in the school office. Essential information forms and permissions to photo pupils are also in the office.

Copies of academic and general progress year by year is kept in the Heads office along with reports of any conversations with staff about academic or pastoral issues. Any disciplinary sanctions imposed on a pupil are entered in the Discredit and Incident book which is also in the Heads Office. References for transfer to other schools are kept here as well.

The information held on the school’s electronic database covers: the pupils name, address, enrolment number, form, date of birth, date of admission, school house, home phone numbers, parents email addresses and parents mobile phone numbers. Daily attendance records are recorded in manual registers.
Students/pupils with Special Educational or Medical Needs   
The Gregg School

The details of students/pupils with special educational needs are recorded in the Learning Support Handbook.

St Winifred’s School

Details of pupils with special educational needs are recorded in on the schools Special Educational Needs Register.
The details of the pupils with disabilities are recorded on the disability register.

Medical Records  
The Gregg School

A confidential medical record on each student/pupil is kept securely in the First Aid Room by the school’s Medical Officer. The medical record contains: the medical questionnaire that the parents completed when their child joined the school. Records of all treatments that a student/pupil receives during his or her time at the school, including records of all accidents and injuries to your child are kept in the main daily First Aid log and are transferred to the student/pupil’s computer record by the medical staff. 

The School Medical Officer will provide the office with a list of the names of current students/pupils with medical conditions that may be of relevance to staff in their dealings with students/pupils, for example, when arranging trips and visits.  

Annually updated Medical Forms for off site visits are held in the general school office.
St Winifred’s School

A confidential medical record on each pupil is kept securely in the School. The medical record contains: The medical questionnaire that is filled in by the parents annually. Records of all treatments that a pupil receives during his or her time at the school, including records of all accidents and injuries to the pupil are kept in the Accident Book located in the school office. 

The School First Aider will provide staff with a list of the names of current pupils and staff with medical conditions that may be of relevance to staff in their dealings with pupils, for example, when arranging trips and visits.  
Financial Records

The Bursar holds financial records on all students/pupils throughout their career at the school.  These cover: a record of the deposit, bills for tuition fees and extras throughout a student/pupil’s time at the school.  If a student/pupil receives a bursary or scholarship, this will form part of the record, along with records of annual assessments and awards.

Access by staff
The Gregg School

All teaching and office staff are able to access the school’s password protected database.  Access to medical records is restricted to the Medical staff.  Access to financial records is restricted to the Headteacher and the Bursary staff. Pastoral staff can access individual student/pupil files as required.

St Winifred’s School

The Head and administration staff are able to access the school’s database.  The Head and school secretary have access to medical records.  Access to financial records is restricted to the Headteacher and the Bursary staff. All staff can request access to individual pupil files as required.

Records of past students/pupils
We keep all records of past students/pupils until a student/pupil is 25 years old.  At that point, we securely destroy: all disciplinary, medical and financial records.  We retain records of results in public examination, lists of school prizes and other significant achievements, together with information relating to former students/pupils’ subsequent academic achievements in accordance with statutory requirements.    
Fair Processing Notice

The schools will comply with a Fair Processing Notice legally issued by a public body or other authority that is a data controller and is subject to the same legal constraints regarding the manner in which it handles data.

Staff induction  

The Gregg School

All new teaching and office staff will be given training accessing and managing school records (including the database), as part of their induction into the school “style” for marking work, report-writing and written and electronic communications with students/pupils and parents.
St Winifred’s School

All new teaching and office staff will be given training accessing, managing school records (including, if needed, the database) as required, as part of their induction into the school. Teaching staff will receive instructions as to how to interpret the school marking policy. 
Accuracy

The schools will endeavour to ensure that all personal data held in relation to employees is accurate.  Employees must notify the DPC of any changes to information held about them.  An employee has the right to request that inaccurate information about them is erased.

Enforcement

If an employee believes that the School has not complied with this Policy or acted otherwise than in accordance with the Data Protection Act, the employee should utilise the School grievance procedure and should also notify the DPC.
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