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This document is a statement of the aims and principles of the Campus, for ensuring the 
confidentiality of sensitive information relating to staff, pupils, parents and governors. 
 
1. INTRODUCTION 
 

Saltburn Learning Campus is required to keep and process certain information (personal data) 
about our employees, pupils and other users to allow us, for example, to monitor performance, 
achievement, and health and safety. 
 
Personal data is data relating to a living individual who can be identified from that data, or from 
data and other information which is in the possession of the Data Controller. 
 
Schools have a legal requirement to notify the ICO (Information Commissioner’s Office) that they 
are handling personal data.  

 
2. COMPLIANCE  
 

To comply with the law, information must be collected and used fairly, stored safely and not 
disclosed to any other person unlawfully. To do this, the Campus must comply with the Data 
Protection Principles which are set out in the Data Protection Act 1998 (the 1998 Act) or any 
subsequent relevant legislation. 

 
In summary these principles state that personal data shall: 
 
 Be obtained and processed fairly and lawfully and shall not be processed unless certain 

conditions are met. 
 Be obtained for a specified and lawful purpose and shall not be processed in any manner 

incompatible with that purpose. 
 Be adequate, relevant and not excessive for that purpose. 
 Be accurate and kept up to date. 
 Not be kept for longer than is necessary for that purpose. 
 Be processed in accordance with the data subject’s rights. 
 Be kept safe from unauthorised access, accidental loss or destruction. 

 
All staff who process or use personal information must ensure that they follow these principles 
at all times. In order to ensure that this happens, the Campus has developed this Data Protection 
Policy.  

 
This policy does not form part of the contract of employment for staff, but it is a condition of 
employment that employees will abide by the rules and policies made by the Campus from time 
to time. Any failures to follow the policy can therefore result in disciplinary proceedings. 
 
This policy is to be used in conjunction with the following: 
 
 Acceptable Use Policy (Appendix 1) 
 E-safety Policy (Appendix 2) 
 CCTV Protocol (Appendix 3) 
 Protocol for the Use of Photographs (Appendix 4) 

 
3. THE DATA CONTROLLER AND THE DESIGNATED DATA CONTROLLERS 
 

The two Schools (Saltburn Primary School and Huntcliff School) as bodies corporate are the 
Data Controllers under the 1998 Act (or any subsequent relevant legislation), and the Governors 
are therefore ultimately responsible for implementation. However, the Designated Data 
Controllers will deal with day to day matters. 
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The Campus has three Designated Data Controllers: They are the Executive Headteacher, the 
Campus Business Manager and the Campus Office Manager. 

 
Any member of staff, parent or other individual who considers that the Policy has not been 
followed in respect of personal data about himself or herself or their child should raise the matter 
with the appropriate Designated Data Controller who would be, in the first instance, the Campus 
Office Manager. 

 
4. RESPONSIBILITIES OF STAFF 
 

All staff are responsible for: 
 
 Checking that any information that they provide to the Campus in connection with their 

employment is accurate and up to date. 
 Informing the Campus of any changes to information that they have provided, e.g. change 

of address, either at the time of appointment or subsequently. The Campus cannot be held 
responsible for any errors unless the staff member has informed the Campus of such 
changes. 

 Handling all personal data (eg – pupil attainment data) with reference to this policy and the 
guidelines in the staff handbook. 

 
5. DATA SECURITY 
 

All staff are responsible for ensuring that: 
 
 Any personal data that they hold is kept securely. 
 Personal information is not disclosed either orally or in writing or via Web pages or by any 

other means, accidentally or otherwise, to any unauthorised third party. 
 

Staff should note that unauthorised disclosure will usually be a disciplinary matter, and may be 
considered gross misconduct in some cases. 

 
Personal information should: 
 
 Be kept in a locked filing cabinet, drawer, or safe; or 
 If it is computerised, be encrypted or password protected both on a local hard drive and on 

a network drive that is regularly backed up; and 
 If a copy is kept on a usb memory key or other removable storage media, that media must 

itself be encrypted/password protected and/or kept in a locked filing cabinet, drawer, or safe. 
 
6. DATA SHARING: AUTHORISED DISCLOSURES 
 

The Campus will in general only disclose data about individuals with their consent. However 
there are circumstances under which the Campus’s authorised officers may need to disclose 
data without specific consent for that occasion. 

 
These circumstances are strictly limited to: 
 
 Pupil data disclosed to authorised recipients related to education and administration 

necessary for the Campus to perform its statutory duties. 
 Pupil data disclosed to authorised recipients in respect of the child’s health, safety and 

welfare. 
 Pupil data disclosed to parents in respect of their child’s progress, achievements, 

attendance, attitude or general demeanour within or in the vicinity of the Campus. 
 Staff data disclosed to relevant authorities eg in respect of payroll and administrative matters. 
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Only authorised and trained staff are allowed to make external disclosures of personal data. 
Data used within the Campus by administrative staff, teachers and welfare officers will only be 
made available where the person requesting the information is a professional legitimately 
working within the Campus who needs to know the information in order to do their work. The 
Campus will not disclose anything on pupils’ records which would reasonably be likely to cause 
serious harm to their physical or mental health or that of anyone else. This includes anything 
that suggests that they are or have been either the subject of or at risk of child abuse. 

 
A legal disclosure is the release of personal information to someone who requires the 
information to do his or her job within the Campus, provided that the purpose of that information 
has been registered. 

 
An illegal disclosure is the release of information to someone who does not need it, or has no 
right to it, or one which falls outside the Campus’s registered purpose.  

 
Any data shared with other schools must meet the standards set out in the Data Sharing 
Agreement. This ensures that the Data Protection Act requirements are met by both the 
disclosing and the recipient school.  

 
When asked to provide data about pupils to other bodies such as the police or social services, 
we must ensure that the request is justified (in terms of the reason why it is being sought) and 
that only the necessary information is being provided. Staff should make sure that they seek 
further explanation or clarification from those making the request if needed before any disclosure 
is made. 

 
An audit trail should be kept of: 
 
 Who made the request 
 The terms of the request 
 The date on which the request was made 
 The decision made on it 
 Any queries raised and the answers received 
 A copy of the information provided 

 
See Appendix 5 for a copy of the appropriate form to record data sharing requests. 

 
7. RIGHTS TO ACCESS INFORMATION 
 

All staff, pupils, parents and governors are entitled to: 
 
 Know what information the Campus holds and processes about them or their child and why. 
 Know how to gain access to it. 
 Know how to keep it up to date. 
 Know what the Campus is doing to comply with its obligations under the 1998 Act. 

 
The Campus will, upon request, provide all staff and parents and other relevant users with a 
statement regarding the personal data held about them. This will state all the types of data the 
Campus holds and processes about them, and the reasons for which they are processed. 
 
All staff, pupils, parents and governors have a right under the 1998 Act to access certain 
personal data being kept about them or their child either on computer or in certain files. Any 
person who wishes to exercise this right should make a request in writing on the attached form 
(See Appendix 6) and submit it to the Designated Data Controller. 
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The Campus may make a charge on each occasion that access is requested which in the 
majority of cases would not be more than £10. However, the Campus has discretion to waive 
this. 

 
The Campus aims to comply with requests for access to personal information as quickly as 
possible, but will ensure that it is provided within 40 days, as required by the 1998 Act or as 
required under any subsequent relevant legislation. 
 
Note: In the case of a written request from a parent regarding their own child’s record, access to 
the record will be provided within 15 school days in accordance with the current Education (Pupil 
Information) Regulations, or as required by any subsequent legislation. 

 
8. USE OF CCTV 
 

CCTV images and footage of pupils may constitute personal data. As such care must be taken 
with use and storage, and limits must be applied to those given access. See Appendix 3.  

 
9. USE OF PHOTOGRAPHS 
 

If photographs are kept or used (for example on the schools’ website), this will be made clear in 
the Campus’ privacy notice. See Appendix 4. 

 
10. BIOMETRIC INFORMATION 
 

Saltburn Learning Campus collect and retain biometric information of staff and students in the 
form of a thumbprint for access to the catering provision. This information is requested of parents 
and consent is required. See Appendix 5 for an example of the parental consent form.  
 
In addition to adhering to the principles of data protection for this information our use and storage 
of this information complies with the sections 26 to 28 of the Protection of Freedoms Act 2012. 

 
11. RETENTION OF DATA 
 

The Campus has a duty to retain some staff and pupil personal data for a period of time following 
their departure from the Campus, mainly for legal reasons, but also for other purposes such as 
being able to provide references.  

 
Different categories of data will be retained for different periods of time in line with current legal 
guidance. 

 
12. MONITORING AND EVALUATION 
 

The use and implementation of the policy will be monitored, and it will be regularly reviewed to 
ensure it meets current legal requirements. A formal review will take place every two years.  
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Appendix 5 
 

 

                                                                                                                                                                  

CONSENT FORM FOR THE USE OF BIOMETRIC INFORMATION IN SALTBURN 
LEARNING CAMPUS 

 

Please complete this form if you consent to your child using biometric systems until he/she leaves 
the school.  

Once your child ceases to use the biometric recognition system, his/her biometric information will 
be securely and permanently deleted by Saltburn Learning Campus. 

_____________________________________________________________________ 

I give consent to the school for the biometrics of my child to be used by Saltburn Learning Campus 
for use as part of a thumbprint recognition system. This is a biometric measurement taken from a 
thumb, but not a thumbprint image, used for the catering provision.  

I understand that I can withdraw this consent at any time in writing. 

Name of child………………………………………………………………… 

Class / Form ………………. 

Signature ……………………………………………………………………. 

Print name and relationship to child ……………………………………….. 

Date: ………………………. 

Please return this form to: Mrs K Emmerson, main office, Saltburn Learning Campus 
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APPENDIX 6 - DATA SHARING: AUTHORISED DISCLOSURES  
 
This form must be completed whenever a request is made by external agencies (eg the police or 
social services) for the school to disclose data on a pupil without specific permission of the person 
to whom the data relates (Appendix 7, section 6 of the Data Protection Policy) 
 

 Who made the request: (Please note the name, agency and contact information) 
 
 
 
 
 
 

 The terms of the request: (What was the information to be used for?) 
 
 
 
 
 
 

 The decision made on it: (Was the data disclosed, or was disclosure denied?) 
 
 
 
 
 
 

 Any queries raised and the answers received: (What information did you request that 
enabled you to consider that the disclosure should be made?) 

 
 
 
 
 
 

 A copy of the information provided: (Either attach documents or note them below and say 
where the data is kept e.g. ‘home contact information from SIMS’) 
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APPENDIX 7 - REQUEST FOR ACCESS TO PERSONAL DATA  
 
This form must be completed by anyone requesting access to personal data held by the campus 
on them or their child. It forms Appendix 6 to section 7 of the data Protection Policy. 

Please ensure that all required information is completed  

Person requesting the data: 

Name:     ________________________________________________ 
(First name / Surname) 
Contact details:    ________________________________________________ 
Address and telephone number) 
     ________________________________________________ 
 
     ________________________________________________ 
 
     _______________________________________________ 
 
Subject of the request: 
Are you the person who is the subject of the data being requested?   Yes / No 

If no, do you have parental responsibility for the child to whom the request relates? Yes/No 

Name of child / children whose personal data records you are requesting: 

Name: ____________________________________________________  Class: ___________ 

Name: ____________________________________________________  Class: ___________ 

Name: ____________________________________________________  Class: ___________ 

Name: ____________________________________________________  Class: ___________ 

Reason for the request:  
Please give a brief reason why you require this data and any other information that you feel may 
be of help to us.  
 
 
 
 
 
 
 
 
 
 
Please turn over 
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Data subject declaration  
 
I request that the Campus search its records based on the information supplied above under Section 
7 (1) of the Data Protection Act 1998 and provide a description of the personal data found relating 
to me (or my child/children) being processed by the Campus.  
 
I agree that the reply period will commence when I have supplied sufficient information to enable 
the Campus to perform the search.  
 
I consent to the reply being disclosed and sent to me at my stated address.  
 
Signature of "Data Subject" (or Subject's Parent)   _______________________ 
 
Name of "Data Subject" (or Subject's Parent) (PRINTED) _______________________ 
 
Dated:         _______________________ 
 


