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Policy Statement 

 

St John’s School collects and uses data for a variety of purposes about its staff, 

students and other individual who come into school. In collecting and using data the 

School complies with the requirements of the Data Protection Act 1998 (The Act) 

that governs the processing of personal data, and with the European Council 

Regulation on Data Protection, April 2016 (The Regulation). 

 

The Policy 
 

In accordance with The Act the School will ensure that information must be collected 
and used fairly, stored safely and not disclosed to any other person unlawfully and 
the data Protection Principles must be followed. The Principles state that personal 
data must: 
 

 be processed fairly and lawfully and shall not be processed unless certain 
conditions are met; 

 be obtained only for specified and lawful purposes and shall not be processed 
in any manner incompatible with those purposes; 

 be adequate, relevant and not excessive for those purposes; 

 be accurate and kept up to date; 

 not be kept for longer than is necessary for those purposes; 

 be processed in accordance with the data subject’s rights under The Act; 

 be kept safe from unauthorized access, accidental loss or destruction. 
 
The School and all St John’s staff, students or others who process or use any 
personal information must ensure that they follow these principles at all times. 
 
 
Rights of data subjects 
 
All staff, students, parents and other data subjects are entitled to know: 
 

 what information the school holds and processes about them and why; 

 how to gain access to it; 

 how to keep it up to date; 
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 what the school is doing to comply with its obligations under The Act. 
 

In accordance with the Regulation, data subjects: 

 give clear consent to the processing of personal data; 

 have the right to rectification, and to erasure;  

 have the right to object, including to the use of personal data for the purposes 
of 'profiling'; 

 have the right to data portability from one service provider to another; 

 are provided with transparent and easily accessible information on the 
processing of their data. 

 
 
The School aims to comply with requests for access to personal information as 
quickly as possible and will ensure requests for access are dealt with within the 
timescale specified by legislation. Requests for access made by students and 
parents must be dealt with within 15 school days and requests made by all other 
data subjects should be dealt with within 40 days. If, for any reason these timescales 
cannot be met, the reason will be explained in writing to the data subject making the 
request. 
 
Staff, students and other data subjects have a right to object to data processing that 
causes them damage or distress. Any member of staff, student or other data subject 
who wishes to register an objection must do so in writing to the Head. 
 
All staff are responsible for 
 

 checking that any information they provide to the school in connection with 
their employment is accurate and up to date; 

 

 informing the school of any changes to the information they have provided e.g 
change of address. 

 
Information about staff and students will generally be kept for a minimum of five 
years after a member of staff leaves the school. Some information however may be 
kept indefinitely. For members of staff, this will include information in respect of 
pensions, taxation and information required for job references. For students, this 
information will include: 
 

 personal details 

 dates of attendance 

 educational details 

 physical or mental health conditions 

 disciplinary records 
 
 
Compliance with The Act is the responsibility of all members of the school. Any 
deliberate breach may lead to disciplinary action being taken or even a criminal 



prosecution. Any questions about interpretation or 
operation of this policy should be taken up with the 

Head Teacher. 
 
The attached privacy notice will be sent to parents when their child is first enrolled at 
the school, and will be available on the school’s website. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Data Protection Privacy Notice for Parents  

 

St John’s School is committed to protecting the privacy of all data subjects - our students, 

parents, staff and others whose data is collected. When you supply any personal information 

to the School – both information about yourself and your child - we have legal obligations in 
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the way we deal with this data.  Personal data supplied to the School is processed in 

accordance with your rights under The Data Protection Act 1998. 

We will ensure that the information you submit to us remains confidential and is only used in 

accordance with the following fair processing principles: 

o Your personal information is only processed with your knowledge. 

o Only information that we actually need is collected and processed. 

o Your personal information is only seen by those who need it to do their jobs. 

o Personal information is retained only for as long as it is required. 

o Decisions affecting you are made on the basis of reliable and up-to-date information. 

o Your information is protected from unauthorised or accidental disclosure. 

o Inaccurate or misleading data will be corrected as soon as possible. 

o Procedures are in place for dealing promptly with any dispute.  

The School and all St John’s staff, students and others (for example volunteers) who process 
or use any personal information must ensure that they follow these principles at all times.  We 
will not disclose your data to any third party except with your prior agreement; as necessary; 
and as required by law.  
 
Parents and pupils may request access to personal information held about them.  Requests 
for access made by pupils and parents must be dealt with within 15 school days and if, for any 
reason, this timescales cannot be met, the reason will be explained in writing to the data 
subject making the request. 
 
Parents and pupils have a right to object to data processing that causes them damage or 
distress. Any data subject who wishes to register an objection must do so in writing to the 
Head. 
 
Information about a pupil will generally be kept for a minimum of five years after they have left 
the school.  Some information however may be kept indefinitely, for example: 
 

 personal details 

 dates of attendance 

 educational details 

 physical or mental health conditions 

 disciplinary records 
 
 

I have read and understand this statement       (tick to confirm)     [  ] 
 
Signed: ………………………………………… 

Name (please use BLOCK CAPITALS): ……………………………………………… 


