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DATA PROTECTION POLICY 
 
Beauchamps High School collects and uses personal information about staff, students, 
parents and other individuals who come into contact with the school in accordance with the 
school’s Privacy Notices. This information is gathered in order to enable it to provide 
education and other associated functions.  In addition, there may be a legal requirement to 
collect and use information to ensure that the school complies with its statutory obligations. 
 
The school complies with its duty to be registered, as Data Controllers, with the Information 
Commissioner’s Office (ICO). These details are available on the ICO’s website.  The school 
will also issue Privacy Notices to all students, parents and staff, which summarises the 
information held, why it is held and the other parties to whom it may be passed on. 
 
The Senior Information Risk Officer (SIRO) for the school is the School Business Manager. 
 
Purpose 
This policy is intended to ensure that personal information is dealt with correctly and securely 
and in accordance with the General Data Protection Regulations (GDPR) 2018, and other 
related legislation. It will apply to information regardless of the way it is collected, used, 
recorded, stored and destroyed, and irrespective of whether it is held in paper files or 
electronically. 
 
All staff involved with the collection, processing and disclosure of personal data will be aware 
of their duties and responsibilities by adhering to these guidelines. 
 
What is Personal Information? 
Personal information or data is defined as data which relates to a living individual who can be 
identified from that data, or other information held. 
 
Data Protection Principles 
The GDPR 2018 establishes six enforceable principles that must be adhered to at all times: 

 
Data must be: 
1. Processed fairly, lawfully and in a transparent manner 
2. Used for specified, explicit and legitimate purposes 
3. Used in a way that is adequate, relevant and limited 
4. Accurate and kept up-to-date 
5. Kept no longer than is necessary 
6. Processed in a manner that ensures appropriate security of the data 
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Complaints 
Complaints will be dealt with in accordance with the school’s Responding to Concerns and 
Complaints policy. Complaints relating to information handling will be referred to the SIRO in 
the first instance and may be referred to the Information Commissioner (the statutory 
regulator). 
 
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 and Governing Body. 

 
Contacts 
If you have any enquires in relation to this policy, please contact the school’s GDPR Champion  
(Mr. T Kidman) who will also act as the contact point for any subject access requests. 
 
Further advice and information is available from the Information Commissioner’s Office, 
www.ico.org.uk  
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General rules in complying with Data Protection law: 
 

1. All stakeholders must comply with the requirements of Data Protection Law and Article 
8 of the Human Rights Act when processing the personal data of living individuals. 

2. Where personal data is used the school must make sure that the data subjects have 
access to a complete and current Privacy Notice. 

3. The school must formally assess the risk to privacy rights introduced by any new (or 
change to an existing) system or process which processes personal data. 

4. All stakeholders must process only the minimum amount of personal data necessary to 
deliver services. 

5. All stakeholders who record opinions or intentions about service users must do so 
carefully and professionally. 

6. The school must take reasonable steps to ensure the personal data we hold is accurate, 
up to date and not misleading. 

7. The school must rely on consent as a condition for processing personal data only if 
there is no relevant legal power or other condition. 

8. Consent must be obtained if personal data is to be used for promoting or marketing 
goods and services. 

9. The school must ensure that the personal data we process is reviewed and destroyed 
when it is no longer necessary. 

10. If the school receives a request from a member of the public or colleagues asking to 
access their personal data, we must handle it as a Subject Access Request. 

11. If the school receives a request from anyone asking to access the personal data of 
someone other than themselves, we must fully consider Data Protection law before 
disclosing it. 

12. When someone contacts the school requesting we change the way we are processing 
their personal data, we must consider their rights under Data Protection law. 

13. Employees must not access personal data which they have no right to view. 
14. Employees must follow system user guidance or other formal processed which are in 

place to ensure that only those with a business need to access personal data are able 
to do so. 

15. Employees must share personal data with external bodies who request it only if there is 
a current agreement in place to do so or it is approved by the Data Protection Officer. 

16. Where the content of telephone calls, emails, internet activity and video images of 
employees and the public is recorded, monitored and disclosed this must be done in 
compliance with the law and the regulator’s Code of Practice. 

17. All employees must be trained to an appropriate level, based on their roles and 
responsibilities, to be able to handle personal data securely. 

18. When using ‘data matching’ techniques, this must only be done for specific purposes 
in line with formal codes of practice, informing service users of the details, their legal 
rights and getting their consent where appropriate. 

19. The school must maintain an up to date entry in the Public Register of Data 
Controllers. 

20. Where personal data needs to be anonymised or pseudonymised, for example for 
research purposes, the school must follow the relevant procedure. 

21. Employees must not share any personal data held by us with an individual organisation 
based in any country outside of the European Economic Area. 

 
 
Note: All data on Data Protection stored in school is only shared in accordance with the school’s 
Privacy Notice (eg other educational establishments, Local Authority, DfE) 
 


