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Warblington School is a UNICEF Rights Respecting School. By reflecting on the United Nations
Convention on the rights of the child and placing it at the heart of everything we do, we believe that
our students have the right to privacy and to receive and to share information as long as the
information is not damaging to them or to others (Articles 13 & 17). We have based our Data
Protection Policy around these rights and to reflect on the rights of our students within our policy.
We believe that our Data Protection Policy is a supportive document which enable us to put the
education and safety of our students at the forefront of our practice.

Warblington School collects and uses personal information (referred to in the Data Protection
Act as personal data) about staff, pupils, parents and other individuals who come into contact
with the school. This information is gathered in order to enable the provision of education and
other associated functions. In addition, the school may be required by law to collect, use and
share certain information.
The school is the Data Controller, of the personal data that it collects and receives for these
purposes.
The school has a Data Protection Officer who may be contacted at the school.
The school issues Privacy Notices (also known as Fair Processing Notices) to all
pupils/parents and staff. These summarise the personal information held about pupils and
staff, the purpose for which it is held and who it may be shared with. It also provides
information about an individual’s rights in respect of their personal data.
Purpose
This policy sets out how the school deals with personal information correctly and securely
and in accordance with the GDPR, and other related legislation.
This policy applies to all personal information however it is collected, used, recorded and
stored and whether it is held on paper or electronically.
What is Personal Information/ data?
Personal information or data means any information relating to an identified or identifiable
individual. An identifiable individual is one who can be identified, directly or indirectly by
reference to details such as a name, an identification number, location data, an online
identifier or by their physical, physiological, genetic, mental, economic, cultural or social
identity. Personal data includes (but is not limited to) an individual’s, name, address, date of
birth, photograph, bank details and other information that identifies them.
Data Protection Principles
The GDPR establishes six principles as well as a number of additional duties that must be
adhered to at all times:
1. Personal data shall be processed lawfully, fairly and in a transparent manner
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2. Personal data shall be collected for specified, explicit and legitimate purposes and not
further processed in a manner that is incompatible with those purposes (subject to
exceptions for specific archiving purposes)
3. Personal data shall be adequate, relevant and limited to what is necessary to the
purposes for which they are processed and not excessive;
4. Personal data shall be accurate and where necessary, kept up to date;
5. Personal data shall be kept in a form that permits the identification of data subjects for no
longer than is necessary for the purposes for which the personal data are processed;
6. Personal data shall be processed in a manner that ensures appropriate security of the
personal
Duties
Personal data shall not be transferred to a country or territory outside the European
Economic Area, unless that country or territory ensures an adequate level of data protection.
Data Controllers have a General Duty of accountability for personal data.
Commitment
The school is committed to maintaining the principles and duties in the GDPR at all times.
Therefore the school will:


Inform individuals of the identity and contact details of the data controller.



Inform individuals of the contact details of the Data Protection Officer.



Inform individuals of the purposes that personal information is being collected and the
basis for this.



Inform individuals when their information is shared, and why and with whom unless
the GDPR provides a reason not to do this.



If the school plans to transfer personal data outside the EEA the school will inform
individuals and provide them with details of where they can obtain details of the
safeguards for that information.



Inform individuals of their data subject rights.



Inform individuals that the individual may withdraw consent (where relevant) and that if
consent is withdrawn that the school will cease processing their data although that will
not affect the legality of data processed up until that point.



Provide details of the length of time an individual’s data will be kept.
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Should the school decide to use an individual’s personal data for a different reason to
that for which it was originally collected the school shall inform the individual and
where necessary seek consent.



Check the accuracy of the information it holds and review it at regular intervals.



Ensure that only authorised personnel have access to the personal information
whatever medium (paper or electronic) it is stored in.



Ensure that clear and robust safeguards are in place to ensure personal information is
kept securely and to protect personal information from loss, theft and unauthorised
disclosure, irrespective of the format in which it is recorded.



Ensure that personal information is not retained longer than it is needed.



Ensure that when information is destroyed that it is done so appropriately and
securely.



Share personal information with others only when it is legally appropriate to do so.



Comply with the duty to respond to requests for access to personal information
(known as Subject Access Requests).



Ensure that personal information is not transferred outside the EEA without the
appropriate safeguards.



Ensure that all staff and governors are aware of and understand these policies and
procedures.

Privacy/Fair Processing Notice
Pupils and parents

We hold personal data about pupils to support teaching and learning, to provide pastoral
care and to assess how the school is performing. We may also receive data about pupils
from other organisations including, but not limited to, other schools, local authorities and the
Department for Education.
This data includes, but is not restricted to:
 Contact details
 Results of internal assessment and externally set tests
 Data on pupil characteristics, such as ethnic group or special educational needs
 Exclusion information
 Details of any medical conditions
We will only retain the data we collect for as long as is necessary to satisfy the purpose for
which it has been collected.
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We will not share information about pupils with anyone without consent unless the law and
our policies allow us to do so.
Once our pupils reach the age of 13, we are legally required to pass on certain information to
the local authority/youth support services, which has responsibilities in relation to the
education or training of 13-19 year-olds. Parents, or pupils if aged 16 or over, can request
that only their name, address and date of birth be passed to the local authority/youth support
services by informing Ed Whiffin, Assistant Headteacher.
We are required, by law, to pass certain information about pupils to specified external bodies,
such as our local authority and the Department for Education, so that they are able to meet
their statutory obligations.
Staff
We process data relating to those we employ to work at, or otherwise engage to work at, our
school. The purpose of processing this data is to assist in the running of the school, including
to:


Enable individuals to be paid



Facilitate safe recruitment



Support the effective performance management of staff



Improve the management of workforce data across the sector



Inform our recruitment and retention policies



Allow better financial modelling and planning



Enable ethnicity and disability monitoring



Support the work of the School Teachers’ Review Body

Staff personal data includes, but is not limited to, information such as:


Contact details



National Insurance numbers



Salary information



Qualifications



Absence data



Personal characteristics, including ethnic groups



Medical information



Outcomes of any disciplinary procedures

We will only retain the data we collect for as long as is necessary to satisfy the purpose for
which it has been collected.
We will not share information about staff with third parties without consent unless the law
allows us to.
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We are required, by law, to pass certain information about staff to specified external bodies,
such as our local authority and the Department for Education, so that they are able to meet
their statutory obligations.
Any staff member wishing to see a copy of information about them that the school holds
should contact Ed Whiffin, Assistant Headteacher.
Subject access requests
Under the Data Protection Act 1998, pupils have a right to request access to information the
school holds about them. This is known as a subject access request.
Subject access requests must be submitted in writing, either by letter, email or fax. Requests
should include:





The pupil’s name
A correspondence address
A contact number and email address
Details about the information requested

The school will not reveal the following information in response to subject access requests:
 Information that might cause serious harm to the physical or mental health of the pupil
or another individual
 Information that would reveal that the child is at risk of abuse, where disclosure of that
information would not be in the child’s best interests
 Information contained in adoption and parental order records
 Certain information given to a court in proceedings concerning the child
Subject access requests for all or part of the pupil’s educational record will be provided within
15 school days.
If a subject access request does not relate to the educational record, we will respond within
40 calendar days. The maximum charge that will apply is £10.00.
Complaints
Complaints will be dealt with in accordance with the school’s complaints policy. Complaints
relating to the handling of personal information may be referred to the Information
Commissioner who can be contacted at Wycliffe House, Water Lane Wilmslow Cheshire SK9
5AF or at www.ico.gov.uk
Review
This policy will be reviewed as it is deemed appropriate, but no less frequently than every 2
years. The policy review will be undertaken by the Headteacher, or nominated
representative.
Contacts
If you have any enquires in relation to this policy, please contact dpo@warblington.hants.sch.uk
who will also act as the contact point for any subject access requests.
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