
Stanborough Primary School and Nursery   

DATA PROTECTION POLICY    
1. Policy statement   

1.1. Everyone has rights with regard to the way in which their personal data is handled. During the course of our activities as 

a School we will collect, store and process personal data about our pupils, workforce, parents and others. This makes us 

a data controller in relation to that personal data.   

1.2. We are committed to the protection of all personal data and special category personal data for which we are the data 

controller.   

1.3. The law imposes significant fines for failing to lawfully process and safeguard personal data and failure to comply with 

this policy may result in those fines being applied.   

1.4. All members of staff must comply with this policy when processing personal data on our behalf. Any breach of this 

policy may result in disciplinary or other action.   

2. About this policy   

2.1. The types of personal data that we may be required to handle include information about pupils, parents, our staff, and 

others that we deal with. The personal data, which we hold, is subject to certain legal safeguards specified in the General   

Data Protection Regulation (‘GDPR’), the [Data Protection Act 2018], and other regulations (together ‘Data Protection 

Legislation’).    

2.2. This policy and any other documents referred to in it set out the basis on which we will process any personal data we 

collect from data subjects, or that is provided to us by data subjects or other sources.   

2.3. This policy does not form part of any employee's contract of employment and may be amended at any time.   

2.4. This policy sets out rules on data protection and the legal conditions that must be satisfied when we process personal 

data.   

3. Data protection principles   

3.1. Anyone processing personal data must comply with the data protection principles. These provide that personal data must 

be:   

3.1.1. processed fairly and lawfully and transparently in relation to the data subject   

3.1.2. processed for specified, lawful purposes and in a way which is not incompatible with those purposes   

3.1.3. adequate, relevant and not excessive for the purpose   

3.1.4. accurate and up to date   

3.1.5. not kept for any longer than is necessary for the purpose   

3.1.6. processed securely using appropriate technical and organisational measures.   

3.2. Personal data must also:   

3.2.1. be processed in line with data subjects' rights   

3.2.2. not be transferred to people or organisations situated in other countries without adequate protection.   

3.3. We will comply with these principles in relation to any processing of personal data by Stanborough Primary School & 

Nursery.   

4. Fair and lawful processing   

4.1. Data Protection Legislation is not intended to prevent the processing of personal data, but to ensure that it is done fairly 

and without adversely affecting the rights of the data subject.   

4.2. For personal data to be processed fairly, data subjects must be made aware:   

4.2.1. that the personal data is being processed   

4.2.2. why the personal data is being processed   

4.2.3. what the lawful basis is for that processing (see below)   

4.2.4. whether the personal data will be shared, and if so with whom   

4.2.5. the period for which the personal data will be held   

4.2.6. the existence of the data subject’s rights in relation to the processing of that personal data   



4.2.7. the right of the data subject to raise a complaint with the Information Commissioner’s Office in relation to any 

processing.   

4.3. We will only obtain such personal data as is necessary and relevant to the purpose for which it was gathered, and will 

ensure that we have a lawful basis for any processing.   

4.4. For personal data to be processed lawfully, it must be processed on the basis of one of the legal grounds set out in the 

Data Protection Legislation.  We will normally process personal data under the following legal grounds:   

4.4.1. where the processing is necessary for the performance of a contract between us and the data subject, such as an 

employment contract   

4.4.2. where the processing is necessary to comply with a legal obligation that we are subject to, (e.g the Education Act 

2011) where the law otherwise allows us to process the personal data or we are carrying out a task in the public 

interest   

4.4.3. where the processing is for a legitimate reason other than when we are carrying out a task in the public interest   

4.4.4. where none of the above apply then we will seek the consent of the data subject to the processing of their personal 

data.   

4.5. When special category personal data is being processed then an additional legal ground must apply to that processing. 

We will normally only process special category personal data under following legal grounds:   

4.5.1. where the processing is necessary for employment law purposes, for example in relation to sickness absence   

4.5.2. where the processing is necessary for reasons of substantial public interest, for example for the purposes of 

equality of opportunity and treatment   

4.5.3. where the processing is necessary for health or social care purposes, for example in relation to pupils with medical 

conditions or disabilities   

4.5.4. where none of the above apply then we will seek the consent of the data subject to the processing of their special 

category personal data.    

4.6. We will inform data subjects of the above matters by way of appropriate privacy notices which shall be provided to them 

when we collect the data or as soon as possible thereafter, unless we have already provided this information such as at 

the time when a pupil joins us.   

4.7. If any data user is in doubt as to whether they can use any personal data for any purpose then they must contact the DPO 

before doing so.   

Vital Interests   

4.8. There may be circumstances where it is considered necessary to process personal data or special category personal data 

in order to protect the vital interests of a data subject. This might include medical emergencies where the data subject is 

not in a position to give consent to the processing. We believe that this will only occur in very specific and limited 

circumstances. In such circumstances we would usually seek advice in advance, although there may be emergency 

situations where this does not occur.   

Consent   

4.9. Where none of the other bases for processing set out above apply then the school must seek the consent of the data 

subject before processing any personal data for any purpose.   

4.10. There are strict legal requirements in relation to the form of consent that must be obtained from data subjects.     

4.11. When pupils and or our workforce join the School a consent form will be required to be completed in relation to them. 

This consent form deals with the taking and use of photographs and videos of them, among other things. Where 

appropriate third parties may also be required to complete a consent form.   

4.12. In relation to all pupils under the age of 12 years we will seek consent from an individual with parental responsibility 

for that pupil.   

4.13. If consent is required for any other processing of personal data of any data subject then the form of this consent must:   

4.13.1. inform the data subject of exactly what we intend to do with their personal data   

4.13.2. require them to positively confirm that they consent – we cannot ask them to opt-out rather than opt-in   

4.13.3. inform the data subject of how they can withdraw their consent.   



4.14. Any consent must be freely given, which means that we cannot make the provision of any goods or services or other 

matter conditional on a data subject giving their consent.   

4.15. A record will always be kept of any consent.   

5.    
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