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Full Governing Body agree to adopt this policy September 2017 and agree 
next review date of July 2018.  

  
  

 
  



General Statement  

  

The Executive Principal, School Principal and governors of this academy intend to comply fully with the requirements and 

principles of the Data Protection Act 1998.  All staff involved with the collection, processing and disclosure of personal data 
will be aware of their duties and responsibilities within these guidelines.  

  

Enquiries  

  

Information about the School’s Data Protection policy is available from; The 
Executive Business Manager of ESPRIT Multi Academy Trust  

  

Northwood Broom Community School  

Keelings Road, Northwood, Stoke on Trent, Staffordshire, ST1 6QA.  Telephone:  01782 234379.  Email:  

nbcs@espritmat.org  
  

Hamilton Infant School  

Barthomley Road, Birches Head, Stoke on Trent, Staffordshire, ST1 6NW.  Telephone: 01782 234420.   Email:  

hamilton@espritmat.org  

  

Grove Junior School  

Turner Street, Northwood, Stoke on Trent, Staffordshire, ST1 2NL.  Telephone: 01782 234550 Email: 

office@grovejunior.co.uk  

  

Fair Obtaining  
  

The academy undertakes to obtain and process personal data fairly and lawfully by informing all data subjects of 

the reasons for data collection, the purposes for which the data are held, the likely recipients of the data and the 

data subjects’ rights of access.  Information about the use of personal data is printed on the appropriate 

collection form, If details are given verbally the person collecting will explain the issues before obtaining the 

information.  
  

Registered Purposes  
  

The Data Protection Registration entries for the Academy are available, by appointment, for inspection in the 

school offices.  Explanation of the codes and categories entered is available from the Executive Principal, who is 

the person nominated to deal with Data Protection issues in the Academy.  Registered purposes covering the 

data held at each school are listed on the Academy’s Registration and data collection documents.  Information 

held for these stated purposes will not be used for any other purpose without the data subjects’ consent.  
  

Data Integrity  
  

The Academy undertakes to ensure data integrity by the following methods:  
  

Data Accuracy  
  

Data held will be as accurate and up to date as is reasonably possible.  If a data subject informs the relevant 

school of a change of circumstances their record will be updated as soon as is practicable.  Where a data subject  



Data Protection Policy  

challenges the accuracy of their data, the Academy will immediately mark the record as potentially inaccurate 

(challenged).  We shall try to resolve the issue informally but if this is not possible, any disputes will be referred 

to the Governing Body for their deliberation.  
  

If the problem is not resolved at this stage independent arbitration may be sought by either side.  Until resolved, 

the challenged marker will remain and all disclosures of the affected information will contain both versions of the 

information.  In order to prevent such problem areas we shall provide data subjects with opportunities to check 

their data accuracy and request amendments.  
  

Data Adequacy and Relevance  
  

Data held about people will be adequate, relevant and not excessive to the purpose for holding the data.  In 

order to ensure compliance with this principle, the Academy office staff will check records regularly for missing, 

irrelevant or seemingly excessive information and may contact data subjects to verify certain items of data.  
  

Length of Time  
  

Data held about individuals will not be kept for longer than necessary for the purposes registered.  It is the duty 

of the Academy office staff, with appropriate guidance, to ensure obsolete data are properly erased.  
  

Subject Access  
  

The Data Protection Act extends to all data subjects a right of access to their own personal data.  In order to 

ensure that people receive only information about themselves it is essential that a formal system of requests is in 

place.  Where a request for subject access is received in respect of a pupil, the school’s policy is that :  
  

• Requests from parents of their own child will, provided that the child does not understand the nature of 

subject access requests, be processed as requests made on behalf of the data subject (the child) and the 

copy will be sent in a sealed envelope to the requesting parent.  
  

• Requests from pupils who do NOT understand the nature of the request will be referred to the child’s 

parents  
  

• Requests from pupils who can demonstrate an understanding of the nature of their request will be 

processed as any subject access request as outlined below and the copy will be given directly to the pupil.  
  

  

Processing Subject Access Requests  
  

Students/parents/ staff should ask for the subject access form available from the School Office and staff should 

use the staff request form available from the Business Manager.  Completed forms should be submitted to the 

Business Manager.  

A basic fee of £10 will be charged to part fund the work associated with this request.  

Provided that there is sufficient information to process the request, an entry will be made in the Subject Access 

log book, once the £10 fee is received, indicating the date of receipt, data subject’s name, name and address of 

requester (if different), type of data required (e.g. Student Record, Personnel Record) and planned date of 

supplying the information (not more than 40 days from the request date).  

Should more information be required to establish either the identity of the data subject (or agent) or the type of 

data requested, the date of entry in the log will be the date on which sufficient information has been provided.  



  

Authorised Disclosures  
  

In general, the School will only disclose data about individuals with their consent.  However, there are 

circumstances under which the school’s authorised officer(s) may wish to reveal data without express consent. 

These circumstances are intentionally limited to :  
  

• Pupil data disclosed to authorised recipients in respect of education and administration necessary for the 

school to perform its legitimate duties and obligations.  
  

• Pupil data disclosed to authorised recipients in respect of their children’s health, safety and welfare  
  

• Pupil data disclosed to parents in respect of their children’s progress, attendance, attitude and general 

demeanour within, and in the vicinity of, the school  
  

• Staff data disclosed to the relevant authority in respect of payroll and schools’ staff administration  
  

• Other disclosures as may prove unavoidable, for example where an incidental disclosure occurs when an 

engineer is fixing the computer systems.  In such cases, the engineer will sign a document to promise NOT 

to disclose such data outside the Academy.  Education Authority IT Liaison/Support Officers are 

professionally bound not to disclose such data.  

Only authorised and properly instructed staff are allowed to make external disclosures of personal data.  Data 

used within the Academy by administrative staff, teachers and welfare workers must be made available only if 

the staff member needs to know the information for their work within the Academy.  
  

Data and Computer Security  
  

The Academy undertakes to ensure security of personal data by the following general methods – (for security 

reasons we cannot reveal precise details in this document):  
  

Physical Security  
  

Appropriate building security measures are in place, such as alarms, window bars, lockable cabinets, deadlocks 

and computer hardware cable locks.  Only authorised persons are allowed in the computer room.  Disks, tapes, 

printouts and files are locked away securely when not in use.  Visitors to the schools are required to sign in and 

out and are, where appropriate, accompanied.  
  

Logical Security  
  

Security software is installed on all computers containing personal data, only authorised users are allowed access 

to the computer files and password changes are regularly undertaken.  Computer files are backed up (i.e.  

security copies are taken) regularly. Filing cabinets should be kept locked when the room is unattended.  
  

Procedural Security  
  

In order to be given authorised access to the computer, staff will be properly checked and will sign a 

confidentiality agreement.  All staff are trained and instructed in their Data Protection obligations and their 

knowledge updated as necessary.  Computer printout and source documents are always shredded before 

disposal.  
  



  

Overall security policy is determined by the Executive Principal and the Governing Body and will be monitored 

and reviewed as appropriate and whenever a major security breach or loophole is apparent.  The Academy’s 

security policy is kept in a safe place at all times.  Any queries or concerns about security of data within the 

Academy should be brought to the attention of the Executive Business Manager.    
  

Individual members of staff can be liable in law under the terms of this Act.  They may also be subject to 

damages claims from persons harmed as a result of inaccuracy, unauthorised use or disclosure of their data.  Any 

deliberate breach of this Data Protection policy will be treated as a disciplinary matter and serious breaches of 

the Act may lead to dismissal.  
  

Further details on any aspect of this policy and its implementation can be obtained from the schools websites or 

offices.  
     



  

Data Protection Act 1998  

  

  

  

Request Form for Subject Access to School Files   

  

  

Request for Access to Personal Data  

  

Under the Data Protection Act 1998, you have the right to enquire of any organization whether they hold your personal data 
and to see a copy of that data. Individuals are called ‘data subjects’ in the Act.  

  

If you require copies of data we may hold, please complete all sections below and return this form together with 
the necessary verification details. The information on the form will only be used to process your request and find 
information which relates to you. It will be kept on file to respond to any subsequent correspondence, and will not 
be used for any other purpose. A response will be provided within 40 days of receipt of the completed form and 
proof of identity.  

  

1. Details of Person Requesting Information   

Full Name:  

Date of Birth:  

Address:  

  

  

Tel. No.                                       Fax No.                                   E-Mail     

Other Address Details (if less than 3 years at above address)  

  

  

  

4. Are You the Data Subject?   

  

YES:  If you are the Data Subject please supply evidence of your identity – passport, driving licence 
or birth certificate (originals only) sent by special delivery unless you are able to bring them in 
person. Documents will be returned by special delivery.  (Please go to question 7.)  
  

NO:  Are you acting on behalf of the Data Subject with their written authority?  If so, that 

authority must be enclosed. (Please complete questions 5 and 6)  

    



5. Details of the Data Subject (if different to 1.)  

Full name  

Date of Birth Address  

  

Tel. No.                                       Fax No.                                   E-Mail  

6. Please describe your relationship with the Data Subject that leads you to make this request for 
information on their behalf.  

  

  

7. Please describe the information you require:  

  

  

  

  

  

8. Please add any additional details (such as relevant dates, contact names, references etc.)  

  

  

  

  

  

9. Does the information requested include information relating to another person (a 3rd party)? 

YES/NO  

  

10. Do you wish to view the information in person? YES/NO (information will otherwise be 

supplied in hard copy to the address supplied above)  

  

Signed                                                     Date  

  

  

Please note that it may be necessary to seek further information or proof of identity (of data subject or agent) before the 

request can be processed. If this is the case, then the statutory 40-day limit on response will start from the date that the 

Council receives all necessary information and proof. Every effort will be made to provide you with access or send you your 

details (along with an explanation of any codes or technical terms used) as soon as possible after receipt of your application.  

  

If there is any part of this form you do not understand, or if you need further guidance, please contact the School.  

  

Please return the completed form to the School. The following documents must accompany this application:  

  

• evidence of your identity;  

• evidence of the data subject's identity (if different from above) and their authority.  

  
  
  
  

    



  

Data Protection Act 1998  

  

  

  

  Staff Request Form for Subject Access  

  

  

  

To: Executive   Business Manager, Governors of _____________ Academy.  

  

Please provide me with access to or supply me with a copy of personal data held on me by the school. I have read and 
understood the instructions and conditions overleaf.  Please forward this request to the relevant Chief Officers.  

  Signed         (Employee)  Date  

  

Surname and Initials  Employee No.  

    

    

Base Address/Room No  
  

Home Address  

    

    

    

    

Telephone Extension    

    

E-Mail Address    

    

Description of the Information Required (please also complete the tick boxes overleaf)  

  

Any Additional Details (such as relevant dates, contact names, references etc.)  

  

  

  

  

  

  

  

  



  

  

  

The above member of staff has requested Subject Access rights to personal data held in Stoke on Trent Local Authority files 

under the Data Protection Act 1998. Please search your data files and forward to me details of the personal data requested 
on this employee, as defined within the Act.  

Signed:                                                                    Date:  

(Executive Principal or Chair of Governors)  

Please tick the personal data you wish to have access to:  

  

Type of Personal Data  Please tick   

    

Employment details -     

Specify -                                                    

    

    

Personal details    

Health and medical records    

Financial records    

Pay records    

Pension records    

Car allowance/loan    

Telephone allowance    

Training/development records    

Disciplinary records    

Trade union membership records    

Other (please specify)  

  

  

  

  

  

  

  

  

  

  

    

Please note that names are checked against a full birth certificate (showing parents names etc) and any different names 

to be used must be supported by legal documentation.  



Legal Surname:        

Legal Forename:     Middle name:    

  

Gender:  
  

    

  

Date of Birth:    Year:    Reg Group:    

Address:    

  

 

Post Code:    

  

 

Telephone:    

  

 

Email:    

  

 

Password:  

  

   This will be requested when unknown persons to staff 

are collecting children.  

  

Please give details of all persons who have parental responsibility and anyone else you wish to be contacted in an 

emergency.    

Place them in the order that you wish for them to be contacted in an emergency.  

  

Priority  Name/Relationship  Home Address/Phone/Mobile/Fax  Work Address Phone/Email  

1       

  

  

Tel:   

Mobile:   

   

Tel:   

Email:   

2       

  

  

Tel:   

Mobile:   

   

Tel:   

Email:   

3       

  

  

Tel:   

Mobile:   

   

Tel:   

Email:   

  

Travel Arrangements       

Please tick the appropriate choice:     

    Bicycle    Train    Car/Van    Walk    Taxi    School Bus    Car Share    

    Public Bus Service    Metro/Train/Light Rail    Other         

  

Dietary Needs    

  

 

Meal Arrangement    

  

 



Please tick the appropriate choice:     

    Free School Meal     Paid School    

Meal  

    Sandwiches  

  

 

   

  

  

Medical Practice:    

Address:      

  

Telephone Number:    

  

Medical Condition(s):    

  

  

  

Medical Note(s):    

  

  

  

Ethnicity :    

  

*Home Language:    

  

Religion:    

Data Protection Act 1998:  The school is registered under the Data Protection Act for holding personal data. The 

school has a duty to protect this information and to keep it up to date. The school is required to share some of the 

data with the Local Authority and with the DfES.  

Signature:  

  
Date:  

  

*Home Language is the language first taught to a child and that is most commonly used at home.  
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PARENTAL  RESPONSIBILITY  

  

NAME OF CHILD __________________________________________  

  



ADDRESS  ___________________________________________________________________________________  

      

POSTCODE  ___________________________   TELEPHONE NO  __________________________  

  

DATE OF BIRTH _______________________  

  

PLEASE READ CAREFULLY BEFORE COMPLETING THIS FORM  

The law states that schools must register the names of all parents if MARRIED, because they each hold PARENTAL  

RESPONSIBILITY for their children.  Parental responsibility never ends even if the parent no longer lives with the child, unless 

there has been an adoption.  

It is still held by each parent, even if they are separated or divorced.  

When actual parents are UNMARRIED, the law states that ONLY the mother has PARENTAL RESPONSIBILITY for the 

children, but an unmarried father can acquire Parental Responsibility (PR) where he and the child’s mother register the birth 
together in person and both names appear on the child’s birth certificate or by signing a PR agreement with the mother 

which is lodged with the court.  

Other adults who live with the child, eg step-parents, co-parents or grandparents, can share Parental Responsibility by 

asking the court for a RESIDENCE ORDER.  This gives them responsibility and authority for the child as long as they stay living 
together.  A full explanatory document is available in school.  

  

1 The following adults live with the child and act as parents:  

FULL NAME  RELATIONSHIP TO CHILD  DO THEY HAVE PARENTAL 

RESPONSIBILITY?  

    YES/NO  

  

    YES/NO  

  

    YES/NO  

  

  

2 The following adults have parental responsibility but DO NOT live with the child:  

FULL NAME  RELATIONSHIP TO CHILD  ADDRESS  

      

  

      

  

      

  

  

3 Are there any Court Orders which relate to the child?  (eg: Custody Order/Section 8 Orders under the 

Children’s Act 1989)  

YES/NO  

  

If YES, please say what they are:   

_______________________________________________________________________________________  

  

Signed  __________________    Relationship to child:  ___________________   Date  ____________  
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CONFIDENTIAL INFORMATION  
  

Child’s 

name:  

  

  

Child’s class:    

  

  

Name of Health Visitor:    

  

Telephone number:    

  

Is your child asthmatic?    

  

Does your child suffer from any other medical 

condition?  

  

Has your child ever experienced any hearing 

difficulties?  

  

Has your child had grommets fitted? (If 

so when?)  

  

Does your child attend speech therapy? If 

so which clinic, and which therapist?  

  

If so when was the last appointment and when is the 

next appointment?  

  

Has your child ever had any problems with their 

sight?  If so please specify.  

  

Does your child have any allergies, e.g. food groups, 

bees, plasters etc  

  

Is there any other information that you feel we need 
to be made aware of?  
  

  

  

  

    



  

  

PERMISSION/CONSENT   

  

Child’s 

name:  

  

  

Child’s class:    

  

    Signed (Parent/guardian with 

responsibility)  

I give permission for my child may be 

referred for emergency treatment if I can 

not be contacted.  

Yes/No    

I give permission for my child to on school 

outings, or local trips on a coach or mini bus 

or walking.  (We will ensure that all forms of 

transport are fitted with seatbelts and be 

fully insured).  

Yes/No    

I give permission for staff to apply sunscreen 

to my child if necessary.  

Yes/No    

  

My child has no allergies to sunscreen or 

none that I am aware of.  

    

  

I give permission for my child to use face 

paints.  

Yes/No    

  

My child has no allergies to face paint or 

none that I am aware of.  

    

  

My child has no allergies to plasters, or none 

that I am aware of.  

    

  

I give permission for staff to seek advice 
from outside agencies as necessary i.e. 
Speech Therapy and Educational Psychology.  
  

Yes/No    

I give permission for my child to be changed if 
they have an accident or illness.  
  

Yes/No    

I understand that Parents/Guardians will be 
responsible for children before they enter 
School in the morning and after collecting 
children at night.  This includes their safety  
on the play equipment, including outdoor  

equipment                                            

    

  

Will your child be staying with us in reception?    

   

  

Yes/No  

Which School will your child be attending next?    

  

  

Please complete:  
  



Date:  Signed:  Print Name:  

  

  

    

  



INFORMATION COLLECTED ON PUPILS  
  

1. All details requested on pupil registration form eg Name, address, Date of Birth (DOB), doctor etc  

  

2. Attendance records  

  

3. Classroom Behaviour Logs  

  

4. Principal’s Incident Log  

  

5. Accident Forms  

  

6. Individual Pupil Profiles which includes progress tracking sheets and foundation subjects, IEPs and 

annual reports  

  

7. Whole school assessment file including tracking individual and year group +class progress in maths, 
literacy and numeracy throughout school  

  

8. Class teacher marking and assessment files  

  

9. Individual Education Plans (SEN and Gifted and Talented)  

  

10. Confidential Child Protection file  

  
  

INFORMATION COLLECTED ON STAFF  
  
  

1. Performance management including interviews and classroom observations  
  

2. Pay Scales and job descriptions  
  

3. References from former employees  
  

4. Confidential files  
  

5. Work experience placements  
  

    
  

PRIVACY NOTICE   
  

for  

  

Pupils in Schools, Alternative Provision and Pupil Referral Units  and Children in Early Years Settings  
  

  

  

Privacy Notice - Data Protection Act 1998  



  

We Esprit Multi Academy Trust 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 

information1 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.   

  

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)    

  

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

  

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:  

  

www.stoke.gov.uk 2 and   

  

http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privacynotices 

/a0077959/what-the-department-does-with-pupils-and-childrens-data 

http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privacynotices 

/a0064391/who-the-department-passes-pupil-data-to  

  

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:  

  

Schools ICT Support Service Stoke-on-Trent City Council Stoke Town Hall Glebe Street Stoke on Trent 

ST4 1HP  

  

                                                           
1 Attendance is not collected for pupils under 5 at Early Years Settings or Maintained Schools as part of 

Censuses for the Department for Education. This footnote can be removed where Local Authorities collect 

attendance for under 5’s for their own specific purposes.  
2 Local Authority to provide a link to their website with information on uses they make of data and any other 

organisations they share data with. Ideally they should also provide an address where parents without internet 

access can write for information.  
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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 Esprit Multi Academy Trust the Data Controller for the purposes of the Data Protection Act.  

  

Personal data is held by the school / Local Authority 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 Local Authority   

• 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:  

 •  www.stoke.gov.uk and  

•  http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privac 

ynotices/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:  

  

Information Rights Team  

Customer Access  

Adult and Neighbourhood Services  

Stoke-on-Trent City Council   

Stoke Town Hall   

Glebe Street   

Stoke-on-Trent ST4 1HH  
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