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DATA PROTECTION POLICY 

 

The School’s Duties 

The School is required to process personal data regarding workers, pupils and parents as part of its 

operation and shall take all reasonable steps to do so in accordance with this Policy. This Policy is 

intended to provide information about how the School will use (or ‘process’) personal data about 

individuals including current, past and prospective workers; pupils and their parents, carers or 

guardians (referred to in this Policy as ‘parents’). It applies in addition to the School’s Terms and 

Conditions, and any other information the School may provide about a particular use of personal data.  

 

In accordance with the Data Protection Act 1998 (‘the ACT’), St Cedd’s School (‘the School’) is the ‘data 

controller’ of personal data about pupils and their parents and/or guardians and has notified the 

Information Commissioner’s Office (ICO) of its processing activities. The School’s ICO registration 

number is Z6718258. 

 

Data Protection Principles 

The School shall so far as is reasonably practicable comply with the Data Protection 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 relating to 

identifiable individuals, such as job applicants, current and former employees, contractors and other 

staff, pupils and their parents, suppliers and marketing and business contacts. It includes information 

necessary for employment and a wide range of personal data of pupils, their parents, carers or 

guardians, as part of the School’s operation. The personal data may include (but is not limited to):  

 

 Names, addresses, telephone numbers, email addresses and other contact details 

 Car details (about those who use the staff car park) 
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 Bank details and other financial information 

 Past, present and prospective pupils’ academic, disciplinary, admissions and attendance 

records (including information about special needs), safeguarding and academic data. 

 Past, present and prospective staff records 

 Information provided by the member of staff about their health, and contact details of their 

next of kin 

 References given or received by the School about pupils, and information provided by 

previous educational establishments and/or other professionals or organisations working with 

children 

 Images of pupils (and occasionally other individuals) engaging in School activities, and images 

captured by the School CCTV system (in accordance with the School’s policy on taking, storing 

and using images of children) 

 

Generally, the School receives personal data from the individual directly (or, in the case of pupils, from 

parents). However, in some cases personal data may be supplied by third parties (for example another 

School, previous employer, or other professionals or authorities working with that individual).  

 

The School refers to published guidance on the time limits for the storage of records, and all 

information is kept in a secure manner.  

 

Purposes for which your data may be processed 

 

The School policy is to process personal data in accordance with the applicable data protection laws. 

All staff have a personal responsibility for the practical application of this Policy. Your personal data 

(including sensitive personal data, where appropriate) is processed by the School strictly in accordance 

with the Data Protection Act in order to: 

 

 support its pupils’ teaching and learning 

 monitor and report on their progress 

 publish examination results (see below) 

 provide appropriate pastoral care 

 assess how well the School as a whole is doing 

 communicate with former pupils 

 monitor pupils’ email communications and internet use for the purpose ensuring compliance 
with the School Rules 

 where appropriate, promote the School to prospective pupils (including through the School’s 
prospectus and website) and 

 other reasonable purposes relating to the operation of the School 
 

Staff should generally not process personal data unless: 

 

 The individual whose details are being processed has consented to this 

 The processing is necessary to perform the School’s legal obligations or exercise legal rights 

 The processing is otherwise in the School’s legitimate interests and does not unduly prejudice 

the individual’s privacy 
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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 (ISI) and the Independent Schools Council (ISC), 

health professionals and the School’s professional advisors, who will process the data: 

 

 to enable the relevant authorities to monitor the School’s performance 

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

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

 to safeguard pupils’ welfare and provide appropriate pastoral (and where relevant, medical 
and dental) care for the pupils 

 where specifically requested by pupils and/or their parents or guardians 

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

 to enable pupils to take part in national and other assessments and to monitor pupils’ progress 
and educational needs 

 to obtain appropriate professional advice and insurance for the School 

 where a reference or other information about a pupil or ex-pupil is requested by another 
educational establishment where otherwise required by law 

 to assist the local National Health Service Trust to maintain Child Health records if requested 

 otherwise, where reasonably necessary for the operation of the School 

 to provide a confidential reference 

 to receive references 

 to confirm the identity of prospective pupils and their parents 

 to provide educational services (including SEN), monitor progress and educational needs, and 

maintain relationships with the alumni and school community 

 for the purposes of statistical analysis and to enable the relevant authorities to monitor the 

School’s performance to safeguard pupils’ welfare and provide appropriate pastoral care 

 to monitor the use of the School’s IT system in accordance with the E-safety Policy 

 to make use of photographic images in School publications, on the School website and in 

accordance with the social media policy on taking, storing and using images 

 for security purposes and for regulatory and legal purposes (for example child protection and 

health and safety) and to comply with legal obligations 

 where reasonably necessary for the School’s purposes, including to obtain insurance for the 

School 

 

Sensitive Personal data 

Sensitive personal data includes information about an individual’s physical or mental health and data 

relating to gender, political or religious beliefs, race or ethnic origin, sexual orientation, trade union 

membership and criminal records and proceedings. Where sensitive personal data is processed by the 

School, the explicit consent of the appropriate individual will generally be required in writing as or 

otherwise permitted by the Act.  
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Keeping in Touch 

 

The School may use the contact details of parents, alumni and other members of the School 

community to keep them updated about the activities of the School, including sending newsletters, 

by email and by post.  

 

Right of Access to Personal Data 

 

Individuals have the right of access to information held by St Cedd’s School, subject to provisions of 

the Data Protection Act 1998. Any individual wishing to access their personal data should put their 

request in writing to the Head. Pupils and their parents and/or guardians, as data subjects, have 

certain rights under the Data Protection Act, including a general right to be given access to personal 

data held about them or their child by any data controller.  As our children are under the age of 12, a 

parent would normally be expected to make a request on a child’s behalf.  The School will endeavour 

to respond to any such written request as soon as is reasonably practicable and in any event, within 

statutory time-limits.  

 

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 

 

Disclosure of Information 

The School confirms that it will not generally disclose information unless the individual has given their 

consent or one of the specific exemptions under the Data Protection Act applies. Where the School 

receives a disclosure request from a third party it will take reasonable steps to verify the identity of 

that third party before making any disclosure.  

 

Publication of examination results 

In the event that the School decides to publish examination results, pupils and their parents or 

guardians do not need to give their consent for this publication.  However, as the School would not 

wish to cause distress or harm, the School will consider carefully any objections lodged by pupils or 

their parents or guardians. 

 

The School does not share personal data about existing and former pupils with the Parents 

Association.  The Association is a data controller in respect of the personal data it receives, and must 

itself comply with the Data Protection Act 1998. 

 

Further questions 

If you have any queries about this Notice, or how the data is processed by the School, please contact 

the Head. If an individual believes that the School has not complied with this Policy or acted otherwise 
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than in accordance with the Data Protection Act, the individual should utilise the School’s Complaints 

Policy.  


