MALVINS CLOSE FIRST SCHOOL

DATA PROTECTION POLICY

Introduction 

An essential activity of the school is the requirement to obtain and process information about its staff and pupils/students in order to perform its various functions. This will be done in accordance with the Data Protection Act 1998 (the Act) and other related legislation.

Malvins Close First School recognises its duty to handle personal data in a proper and confidential manner at all times, irrespective of whether the data is held on paper or by electronic means. This duty covers:

*
The obtaining of personal data.

*
The storage and security of personal data.

*
The use of personal data.

*
The disposal and/or distribution of personal data.

The school has a responsibility to ensure that data subjects have proper access to information that the school holds regarding them, provided that written request is made and the appropriate fee is paid.

Obligations

In compliance with the Act, Malvins Close First School will:

*
Acknowledge the rights of individuals relating to personal data and ensure those rights can be exercised as specified in the Act.

*
Ensure that personal data is obtained fairly and lawfully.

*
Ensure that personal data will only be processed for the purposes specified and 
in accordance with the Data subjects rights.

*
Obtain and process data in a confidential manner, ensuring that the data is fit for the purposes specified, is not excessive and is disposed of when no longer required (subject to statutory requirements).

*
Ensure that necessary and sufficient steps are taken to ensure the data is accurate and up to date.

*
Ensure that necessary and sufficient security measures are in place to protect data against damage, loss, misuse or inappropriate disclosure.

*
Ensure that transfer of data is done in a lawful manner with due regard for security. Data will not be transferred to countries which do not have similar protective legislation.

Action

To help discharge its obligations, the school will:

*
Nominate a “Data Protection Officer” responsible for gathering and distributing information about the Act and other related legislation.

*
The “Officer” will ensure responsibility for communications and issues relating to information security, the Act and other related legislation across the school.

*
Ensure that all activities relating to the processing of personal data have sufficient safeguards and controls in place for the security of data.

*
Ensure all employees (and others acting on behalf of the school) understand their responsibilities under the Act and that appropriate training is given for this purpose.

*
Ensure that employees (and others acting on behalf of the school) have access only to personal data that are necessary for the performance of duties.

*
Ensure that requests for access to personal data are dealt with in a courteous and timely manner whilst ensuring that the data subject (or authorised representatives) does have a legitimate right to access the information.

*
Work towards implementing the key principles of BS7799 – the British Standard on Information Security Management.

*
Review this Policy and safeguards and controls annually to ensure they are still relevant, efficient and effective.

We send home a copy of the basic data held in SIMS each year to ensure accuracy.  We also send a Fair Processing Notice to all parents to advise them of the data held and the external bodies who can access this information.

PERSONAL DATA

Retention periods for keeping data at Malvins Close First School are detailed on the grid below

	Data
	Retention Period

	Course Applications
	1 year

	Lesson Observations
	5 years

	Lesson Observations (NQTs)
	Duration of NQT qualifying period

	Standards Fund
	6 years plus audit year

	PANDA                                                   )

SATs/N.C. Assessment Data                   )

Performance/Target Data                         )

OFSTED Report                                      )
	Duration of education at school



	References given, or relating to current employment
	7 years from end of employment

	Application Form and Checklist
	7 years from end of employment

	Tax, NI, Maternity, Sick Pay data
	Current year plus 6 years

	Staff appraisals
	Current year plus 6 years

	Sickness records
	Current year plus 6 years

	Heath Details (COSHH)
	Current year plus 10 years

	Appointment letter and signed Contract of Employment
	10 years from end of employment

	Accident Reports
	Current year plus 20 years

	Letter of resignation/dismissal/retirement
	7 years from end of employment

	Application for unpaid/special leave of absence
	7 years from end of employment

	Documentation relating to changes in wages/salaries re:application of conditions of service
	7 years from end of employment

	Records relating to promotion, transfer and training
	7 years from end of employment

	Records relating to Ill Health/Disciplinary/ Capability/Redundancy Dismissals
	10 years

	Correspondence relating to formal Disciplinary and Capability hearings
	Date of warning plus 6 months to 2 years

	Annual leave records
	2 complete financial years

	Salary records- Teachers  

                          APT&C & Manual
	Last date of employment plus 85 years

Current employment + 5 years

	Recruitment & Interview Packs (inc Interview notes)
	Date of interview plus 6 months

	Pupil Transfer Data (not SEN)
	End of Y4 (plus 6 months)

	Pupil Educational Records, Tracking, Assessment Data & Reports
	End of school plus 6 months

	SEN Data
	Date of Birth plus 25 years 

	Pupil Workbook (Assessed Work)
	End of school (plus 6 months)
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