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Data Protection Policy 
 
1. Statement of Intent 
It is the intention of Ferndale Primary School to fulfil its obligations under the Data 
Protection Act 1998 (DPA 1998). The School will ensure that the Information 
Commissioner is informed of all the uses that information is put to, and will conduct 
periodic reviews and update those entries. It is the aim of the School that all 
appropriate staff are properly trained, fully informed of their obligations under the DPA 
1998 and are aware of their personal liabilities. 
Any employee deliberately acting outside of their recognised responsibilities 
may be subject to the school’s disciplinary procedures. 
Individuals whose information is held and processed by the school can be 
assured that the school will treat their personal data with all due care. This 
policy document applies only to information covered by the DPA and relevant 
legislation impacting upon it. This policy will be a dynamic document that will 
be updated periodically according to the laws of England and Wales. 

 

2. Fair Obtaining and Processing 
The School will, as far as practicable, ensure that all individuals whose details 
are held are aware of the way in which that information will be held, used and 
disclosed. Individuals will, where possible, be informed of the likely recipients 
of the information - whether the recipients are internal or external to the 
School. Processing within the School will be fair and lawful, individuals will 
not be misled as to the uses to which the School will put the information given. 
If a person feels they have been deceived or misled as to the reasons for 
which their information was collected, they should complain using the school’s 
complaints procedure. 
It is recommended that forms requiring personal information will contain a “fair 
obtaining” statement giving details of the likely uses of the information. 
People are free to ask the person collecting the information why the 
information is required. 

 

3. Information Uses and Processes 
The School will not use or process personal information in any way that 
contravenes its notified purposes or in any way that would constitute a breach 
of data protection law. Any new purposes introduced will, where appropriate, 
be notified to the individual and - if required by the law - their consent will be 
sought. Copies of notifications by the School can also be viewed on the 
Information Commissioner’s web site at www.dataprotection.gov.uk 
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It is recommended that all staff using personal information within the School 
are told the limits of their authority to use and disclose such information. The 
School has a reporting structure headed by Ruth Gillett (Head Teacher) who will 
ensure that data protection policies and procedures are properly communicated 
throughout the School; and all new purposes are documented and notified to 
the Information Commissioner. 

 

4. Information Quality and Integrity 
The School will not collect information from individuals where that information 
is excessive or irrelevant in relation to the notified purpose(s). Details 
collected will be adequate for the purpose and no more. Personal data, which 
becomes irrelevant or excessive will be deleted. 
Information will only be held for as long as is necessary for the notified 
purpose(s). Where details of individuals are stored for long-term archive or 
historical reasons and where it is necessary to retain the personal detail within 
the records it will be done within the requirements of the legislation. 
The School will ensure, as far as is practicable, that the information held is 
accurate and up to date. It is the intention of the School to check wherever 
possible the details given. It is recommended that information received from 
third parties (i.e. neither the individual concerned nor the School) should carry 
a marker indicating the source. Where a person informs the School of a 
change of their own circumstances, such as home address or non-contentious 
data, their record(s) will be updated as soon as possible. Where the 
individual requests that information be changed and it is not possible to 
update it immediately, or where the new information needs to be checked for 
its accuracy or validity, it is recommended that a marker be placed on the 
disputed record indicating the nature of the problem. 

 

5. Technical and Organisational Security 
The School should implement appropriate security measures as required 
under the DPA 1998. In particular, unauthorised staff and other individuals 
should be prevented from gaining access to personal information. 
Appropriate physical security should be in place with visitors being received 
and supervised at all times within the School’s buildings where information 
about individuals are stored. 
Computer systems are installed with user- type profile type password controls 

and, where necessary, audit and access trails to establish that each user is 
fully authorised. In addition, employees should be fully informed about overall 
security procedures and the importance of their role within those procedures. 
Manual filing systems should be held in secure locations and only accessed 
on a need-to-know basis. 
 

The use of Governor's personal emails would need to ensure that regard is given to 
data protection; confidential information should only be shared in a secure manner ie 
password protected and the password provided by other means.   
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