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Our vision is to inspire a passion for learning in a safe environment in which individuals develop a sense of pride in themselves, their school and community.

Mission Statement

We will achieve this by providing…
· the ability and desire to build on their knowledge and skills 

· a strong set of practical, social and emotional life skills 

· a sense of personal achievement 

· a sense of personal pride in themselves, their school and  community

· Christian and universal values through an ethos of love, tolerance and respect

(September 2015)

DDA STATEMENT

At St. Clement’s we will aim to:

· Promote equality of opportunity between disabled people and others.

· Eliminate discrimination that is unlawful under the Act.

· Eliminate harassment of disabled pupils that is related to their disabilities.

· Promote positive attitudes towards disabled people.

· Encourage participation by disabled people in public life.

· Take account of a disabled person’s disabilities, even when that involves treating a disabled person more favourably than another person. 

Data Protection Policy 
St Clement’s C of E Primary School 

The Data Protection Act 1998 is the law that protects personal privacy and upholds individual’s rights.  It applies to anyone who handles or has access to people’s personal data.  
This policy is intended to ensure that personal information is dealt with properly and securely and in accordance with the Data Protection Act. It will apply to information regardless of the way it is used, recorded and stored and whether it is held in paper files or electronically. 

1. Scope of the Policy

Personal information is any information that relates to a living individual who can be identified from the information.  This includes any expression of opinion about an individual and intentions towards an individual. It also applies to personal data held visually in photographs or video clips (including CCTV) or as sound recordings. 
The School collects a large amount of personal data every year including: staff records, names and addresses of those requesting school places, test results, references, money collection as well as the many different types of research data used by the School.  In addition, it may be required by law to collect and use certain types of information to comply with statutory obligations of Local Authorities (LAs), government agencies and other bodies. 

2.  The Eight Principles
The Act is based on eight data protection principles, or rules for ‘good information handling’.   
1.  Data must be processed fairly and lawfully. 

2.  Personal data shall be obtained only for one or more specific and lawful purposes. 

3.  Personal data shall be adequate, relevant and not excessive in relation to the purpose(s) for which they are processed. 

4.  Personal data shall be accurate and where necessary kept up to date. 

5.  Personal data processed for any purpose(s) shall not be kept for longer than is necessary for that purpose. 

6.  Personal data shall be processed in accordance with the rights of data subjects under the 1998 Data Protection Act. 

7.  Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data. 

8.  Personal data shall not be transferred to a country outside the EEA, unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data. 

3.  Responsibilities
3.1 The school must:

 Manage and process personal data properly

 Protect the individuals right to privacy

 Provide an individual with access to all personal data held on them.

3.2 The school has a legal responsibility to comply with the Act.  The school, as a corporate body, is named as the Data Controller under the Act.

Data Controllers are people or organisations who hold and use personal information.  They decide how and why the information is used and have a responsibility to establish workplace practices and policies that are in line with the Act.

3.3 The school is required to ‘notify’ the Information Commissioner of the processing of personal data.  This information will be included in a public register which is available on the Information Commissioner’s website at the following link : http://www.ico.gov.uk/what_we_cover/promoting_data_privacy/keeping_the_register.aspx
3.4 Every member of staff that holds personal information has to comply with the Act when managing that information.  

3.5 The school is committed to maintaining the eight principles at all times. This means that the school will: 

• inform Data Subjects why they need their personal information, how they will use it and with whom it may be shared.  This is known as a Privacy Notice (see appendix 1 & 2)
• check the quality and accuracy of the information held 

• apply the records management policies and procedures to ensure that information is not held longer than is necessary 

• ensure that when information is authorised for disposal it is done appropriately 

• ensure appropriate security measures are in place to safeguard personal information whether that is held in paper files or on a computer system 

• only share personal information with others when it is necessary and legally appropriate to do so 

• set out clear procedures for responding to requests for access to personal information known as subject access in the Data Protection Act (see appendix 3) 
• train all staff so that they are aware of their responsibilities and of the schools relevant policies and procedures 

This policy will be updated as necessary to reflect best practice or amendments made to the Data Protection Act 1998.

Please follow this link to the ICO’s website (www.ico.gov.uk) which provides further detailed guidance on a range of topics including individuals’ rights, exemptions from the Act, dealing with subject access requests, how to handle requests from third parties for personal data to be disclosed etc.  In particular, you may find it helpful to read the Guide to Data Protection which is available from the website.

Appendix 1 

	PRIVACY NOTICE

Pupils in Schools, Alternative Provision and Pupil Referral Units 

and children in Early Years Settings




Privacy Notice - Data Protection Act 1998

We at St. Clement’s C. Of E. Primary School are a data controller for the purposes of the Data Protection Act. We collect information from you and may receive information about you from your previous school and the Learning Records Service. We hold this personal data and use it to: 

· Support your teaching and learning;

· Monitor and report on your progress;

· Provide appropriate pastoral care, and

· Assess how well your school is doing.

This information includes your contact details, national curriculum assessment results, attendance information
 and personal characteristics such as your ethnic group, any special educational needs and relevant medical information. If you are enrolling for post 14 qualifications we will be provided with your unique learner number (ULN) by the Learning Records Service and may also obtain from them details of any learning or qualifications you have undertaken. 

In addition for Secondary and Middle deemed Secondary Schools

Once you are aged 13 or over, we are required by law to pass on certain information to providers of youth support services in your area. This is the local authority support service for young people aged 13 to 19 in England. We must provide both your and your parent’s/s’ name(s) and address, and any further information relevant to the support services’ role. However, if you are over 16, you (or your parent(s)) can ask that no information beyond names, address and your date of birth be passed to the support service. This right transfers to you on your 16th birthday. Please inform Mrs Law if you wish to opt-out of this arrangement. For more information about young peoples’ services, please go to the Directgov Young People page at www.direct.gov.uk/en/YoungPeople/index.htm.
We will not give information about you to anyone outside the school without your consent unless the law and our rules allow us to.

We are required by law to pass some information about you to the Local Authority and the Department for Education (DfE)  

(For Academy use only) We are required by law to pass some information about you to the Department for Education (DfE) and, in turn, this will be available for the use(s) of the Local Authority.

If you want to see a copy of the information about you that we hold and/or share, please contact Mrs Law. 

If you require more information about how the Local Authority (LA) and/or DfE store and use your information, then please go to the following websites:

http://www.manchester.gov.uk/info/100005/schools_and_education/4403/privacy_notices
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/swf/a0063755/swf-privacy-notices
http://www.education.gov.uk/researchandstatistics/datatdatam/b00212337/datause
If you are unable to access these websites we can send you a copy of this information. Please contact the LA or DfE as follows:

· CSWeb@manchester.gov.uk

· Public Communications Unit
Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT


Website:

www.education.gov.uk 


Email:

http://www.education.gov.uk/help/contactus

Telephone:
0370 000 2288

Appendix 2

	PRIVACY NOTICE

School Workforce: those employed or otherwise engaged to work at a school 

or the Local Authority 




Privacy Notice - Data Protection Act 1998
We at St. Clement’s C. Of E. Primary School are the Data Controller for the purposes of the Data Protection Act.

Personal data is held by the school and Manchester City Council Employee Lifecycle Schools Team about those employed or otherwise engaged to work at the school or Local Authority. This is to assist in the smooth running of the school and/or enable individuals to be paid. The collection of this information will benefit both national and local users by:

· Improving the management of school workforce data across the sector;

· Enabling a comprehensive picture of the workforce and how it is deployed to be built up;

· Informing the development of recruitment and retention policies;

· Allowing better financial modeling and planning;

· Enabling ethnicity and disability monitoring; and

· Supporting the work of the School Teacher Review Body and the School Support Staff Negotiating Body.
This personal data includes some or all of the following - identifiers such as name and National Insurance Number and characteristics such as ethnic group; employment contract and remuneration details, qualifications and absence information.

We will not give information about you to anyone outside the school or Local Authority (LA) without your consent unless the law and our rules allow us to.

We are required by law to pass on some of this data to:

· the LA 

· the Department for Education (DfE)  

If you require more information about how the LA and/or DfE store and use this data please go to the following websites:

· http://www.manchester.gov.uk/info/100005/schools_and_education/4403/privacy_notices
· http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/swf/a0063755/swf-privacy-notices
· http://www.education.gov.uk/schools/adminandfinance/schooladmin/a0077963/what-the-department-does-with-school-workforce-data
If you are unable to access these websites, please contact the LA or DfE as follows:

· CSWeb@manchester.gov.uk

· Public Communications Unit
Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT

Website:
www.education.gov.uk 

Email:

info@education.gsi.gov.uk 
Telephone:
0370 000 2288.

Appendix 3
The individual’s right to access their personal information (Subject Access Requests)

Any person whose details are held by the School is entitled, under the DPA, to ask for a copy of all information held about them (or child for which they are responsible).  

When a request is received it must be dealt with promptly; a response must be provided as soon as possible and within 40 calendar days and in some instances 15 school days.  

The School may make a charge of up to £10 for responding to a subject access request and up to £50 (on a sliding scale for photocopying charges) for access to a pupil’s educational record.  

When providing the information the School must also provide a description of why the information is processed, details of anyone it may be disclosed to and the source of the data.
St. Clement’s C. Of E. Primary School: Access to Personal Data Request (Data Protection Act 1998, Section 7)

Enquirer’s Surname: ............................................................................

Enquirer’s Forenames: ........................................................................

Enquirer’s Address: .............................................................................

.............................................................................................................

................................................Postcode: ............................................

Contact Telephone No.: .......................................................................

Are you the person who is the subject of the records you are enquiring about (i.e. the ‘Data Subject’)?


YES / NO

If NO
Do you have parental responsibility for a child who is the ‘Data Subect’ of the records you are enquiring about?

YES / NO

If YES

Name of child or children about whose personal data records you are enquiring

..............................................................................................................

Description of Concern / Area of Concern

...............................................................................................................

...............................................................................................................

Description of Information or Topic(s) Requested

................................................................................................................

Additional Information

.................................................................................................................

.................................................................................................................

Please despatch reply to: (if different from enquirers’ details as stated on this form)

Name: ......................................................................................................

Address: ...................................................................................................

......................................................Postcode: ...........................................

Data Subject Declaration
I request that the school 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 from the information described in the details outlined above relating to me (or my child / children) being processed by the school.

I agree that the reply period will commence when I have supplied sufficient information to enable the school to perform the search.

I consent to the reply being disclosed and sent to me at my stated address (or to the despatch name and address above who I have authorised to receive such information).

Signature of ‘Data Subject’ (or Subject’s parent)

............................................................................

Name of ‘Data Subject’ (or Subject’s parent)

(PRINTED) ...........................................................

Date: .................................. 
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� Attendance information is not collected as part of the Censuses for the Department for Education for the following pupils / children - those aged under 4 years in Maintained schools and those in Alternative Provision and Early Years Settings. This footnote can be removed where Local Authorities collect such attendance information for their own specific purposes. 
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