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REFERENCES

The school procedures for Data Protection may be found in:


PRC-MGT-004 Data Protection procedure


PRC-MGT-003 Security procedure


POL-MGT-002 Publication Scheme Policy


PRC-MGT-002 Publication Scheme procedure

DATA PROTECTION POLICY 
Introduction

This document is a statement of the aims and principles of Danegrove Primary School, for ensuring the confidentiality of sensitive information relating to staff, pupils, parents and governors.  
PURPOSE AND SCOPE

Danegrove Primary School needs to keep certain information about its employees, students and other users to allow it to monitor performance, achievements, and health and safety. It is also necessary to process information so that staff can be recruited and paid, courses organised and legal obligations to funding bodies and government complied with.  

The Governing Body of the School has overall responsibility for ensuring that all information is collected and used fairly, stored safely and not disclosed to any other person unlawfully. 

All staff involved with the collection, processing and disclosure of personal data are aware of their duties and responsibilities within these guidelines.

The Headteacher and Governors of this School intend to comply fully with the requirements and principles of the Data Protection Act 1998 
(DPA). 
In summary personal data shall be:

1. Obtained and processed fairly and lawfully and shall not be processed unless certain conditions are met.

2. Obtained for a specified and lawful purpose and shall not be processed in any manner incompatible with that purpose.

3. adequate, relevant and not excessive for that purpose.

4. Accurate and kept up to date.

5. Not be kept for longer than is necessary for that purpose.

6. Processed in accordance with the data subject’s rights.

7. Kept safe from unauthorised and unlawful access, accidental loss or destruction.

8. Not transferred to a country outside Europe unless they also have adequate data protection.

All staff or others who process or use personal information at the School must ensure that they follow these principles at all times. 
Status of this Policy

This policy does not form part of the contract of employment for staff, but it is a condition of employment that employees will abide by the rules and policies made by the School from time to time. 
Any failures to follow the policy can therefore result in disciplinary proceedings.
