Personal Data Handling Policy for Swillington Primary
School
Introduction
Our school will comply with the requirements of the Data Protection Act 1998 (DPA).
Our staff who are involved with the collection, processing and disclosure of personal
information have been made aware of their duties and responsibilities within this
policy.
We take our Data Protection obligations very seriously and we will ensure that our
school treats personal information lawfully and correctly.
Data Protection Principles
To demonstrate our commitment, we fully endorse and adhere to the principles of the
DPA;
1. Personal data shall be processed fairly and lawfully and, in particular, shall not be
processed unless—
(a)at least one of the conditions in Schedule 2 is met, and
(b)in the case of sensitive personal data, at least one of the conditions in Schedule 3
is also met.
2. Personal data shall be obtained only for one or more specified and lawful
purposes, and shall not be further processed in any manner incompatible with that
purpose or those purposes
3. Personal data shall be adequate, relevant and not excessive in relation to the
purpose or purposes for which they are processed.
4. Personal data shall be accurate and, where necessary, kept up to date.
5. Personal data processed for any purpose or purposes shall not be kept for longer
than is necessary for that purpose or those purposes.
6. Personal data shall be processed in accordance with the rights of data subjects
under this Act.
7. Appropriate technical and organisational measures shall be taken against
unauthorised or unlawful processing of personal data and against accidental loss or
destruction of, or damage to, personal data.
8. 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 protection for the rights and freedoms of data subjects in relation to the processing
of personal data.
Our Commitment
Our school will,




Comply with the DPA principles;
Ensure that everyone managing and handling personal
information understands their individual and organisational
obligations;



Ensure that everyone managing and handling personal information is
appropriately trained;



Respond to requests for access to personal information in accordance with
the subject access provisions promptly and courteously. A form can be
supplied if required.



Ensure school is registered with the Information Commissioner’s Office so
that our processing of personal information is lawful.

Disclosure of Personal Information to third parties
In general, school will only disclose personal information about individuals with their
consent. However, there are circumstances under which personal information may
be disclosed without consent. Some of these are listed below:


In connection with any legal proceedings or for the purposes of the detection
and prevention of crime;



In connection with any statutory, legal duty or instruction from a Government
Department to do so, such as in connection with Health and Safety legislation
or the submission of the Pupil Level Annual School Census (PLASC).



In connection with payroll and staff administration.

In any event, personal information will only be disclosed with proper justification
under the DPA.
Further Information
You can exercise your right of access or find out more information about this policy
by contacting the school office on 0113 2863220.
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