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Data Protection Policy 

 

Ysgol Mynydd Bychan collects and uses personal information (referred to in the 

Data Protection Act as personal data) about staff, pupils, parents and other 

individuals who come into contact with the school. This information is gathered in 

order to enable the provision of education and other associated functions. In 

addition, the school may be required by law to collect, use and share certain 

information. 

 

The school is registered as a Data Controller, with the Information Commissioner’s 

Office (ICO). Details are available on the ICO website. 

 

The school issues parents / pupils with a privacy notice with the information held 

on pupils, why it is held and the other organisations to whom it may be passed on 

to. This Privacy Notice provides information about the collection and processing of 

pupils’ personal and performance information by  the Welsh Assembly 

Government, Cardiff Education Authority and Ysgol Mynydd Bychan. 

 

PURPOSE 

This policy sets out how the school deals with personal information correctly and 

securely and in accordance with the Data Protection Act 1998, and other related 

legislation. This policy applies to all personal information however it is collected, 

used, recorded and stored and whether it is held on paper or electronically. 

All school staff and governors involved with the collection, use, processing or 

disclosure of personal data will be aware of their duties and responsibilities and 

will adhere to this policy. 

 

WHAT IS PERSONAL INFORMATION / DATA? 

Personal data is information, which relates to a living individual who can be 

identified from that data, or from that data in addition to other information available 

to them. 

Personal data includes (but is not limited to) 

• an individual’s, name, address, telephone number 

• date of birth / birth certificate 

• photographs 

• financial information 

• national insurance details 



• passport 

• sensitive details such as religion, health records or ethnic origin 

 

WHAT IS SENSITIVE PERSONAL DATA? 

Sensitive personal data is identified separately in the Act because further 

conditions need to be applied before it can be used. Explicit consent from the 

person concerned is usually required before those details can be shared or passed 

to others in order to provide a particular service. 

Of course there are times when our 'duty of care' or legal duty requires us to 

inform others, perhaps for example, following an assessment of identified risks 

relating to a specific individual. Sensitive personal data includes information as to 

an individual’s racial or ethnic origin, their political opinions, religious beliefs or 

beliefs of a similar nature, whether they are a member of a trade union, their 

physical or mental health or condition, sexual life, the commission or alleged 

commission of an offence and any proceedings for an offence committed or 

alleged to have been committed by them, the disposal of those proceedings or the 

sentence of any court in such proceedings. 

 

THE COLLECTION OF PERSONAL INFORMATION 

The school collects information about pupils and their parents or legal guardians 

when they enrol at the school. The school also collects information at other key 

times during the school year. Information is also received from other schools when 

pupils transfer. 

The School processes the information it collects to administer the education it 

provides to pupils. For example: 

• the provision of educational services to individuals; 

• monitoring and reporting on pupils’ educational progress; 

• the provision of welfare, pastoral care and health services; 

• the giving of support and guidance to pupils, their parents and legal 

guardians; 

• the organisation of educational events and trips; 

• planning and management  of the school. 

  

Welsh Assembly Government (WAG) & Local Authority (LA) 

The Welsh Assembly Government receives information on pupils normally as part 

of what is called the Pupil Level Annual Schools Census (PLASC). The Welsh 

Assembly Government uses this personal 

information for research (carried out in such a way that ensures individual pupils 

cannot be identified) and for statistic al purposes, to inform, influence  and improve 

education policy and to monitor the performance of the education service as a 

whole. Examples of the sort of statistics produced can be viewed at w 

ww.wales.gov.uk/statistics 

 



The Local Education Authority(LEA) also uses the personal information collected 

via PLASC to do research. It uses the results of this research to make decisions 

on policy and the funding of schools, to calculate the performance of schools and 

help them to set targets. The research is carried out in such a way that ensures 

individual pupils cannot be identified. 

 

In addition WAG and LEA’s receive information regarding National Curriculum 

assessment and Public Examination results and attendance data at pupil level. 

 

PERSONAL INFORMATION HELD  

The sort of personal information that will be held includes; 

 

• personal details such as name, address, date of birth, pupil identifiers and 

contact details for parents and guardians; 

• information on performance in internal and national assessments and 

examinations; 

• information on the ethnic origin and national identity of pupils (this  is used 

only to prepare summary statistical analyses); 

• details about pupils’ immigration status (this is used only to prepare 

summary statistical analyses); 

• medical information needed to keep pupils safe while in the care of the 

school; 

• information on attendance  and any disciplinary action  taken; 

• information about the involvement of social services with individual pupils 

where this is needed for the care of the pupil. 

 

 

 

EIGHT PRINCIPALS OF THE DATA PROTCTION ACT 

The Data Protection Act 1998 establishes eight principles that must be adhered to 

at all times: 

1. Personal data shall be processed fairly and lawfully; 

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

purpose; 

3. Personal data shall be adequate, relevant and not excessive; 

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

5. Personal data processed for any purpose shall not be kept for longer than 

necessary for that purpose or those purposes; 

6. Personal data shall be processed in accordance with the rights of data 

subject under the Data Protection Act 1998; 

7. Personal data shall be kept secure i.e. protected by an appropriate degree 

of security; 



8. Personal data shall not be transferred to a country or territory outside the 

European Economic Area, unless that country or territory ensures an adequate 

level of data protection. 

 

COMMITMENT 

The school is committed to maintaining the above principles at all times. Therefore 

the school will: 

• Inform individuals why personal information is being collected. 

• Inform individuals when their information is shared, and why and with whom 

unless the Data Protection Act provides a reason not to do this. 

• Obtain consent before processing Sensitive Personal Data, even if consent 

is implied within a relevant privacy notice, unless one of the other conditions for 

processing in the Data Protection Act applies. 

• Check the accuracy of the information it holds and review it at regular 

intervals. 

• Ensure that only authorised personnel have access to the personal 

information whatever medium (paper or electronic) it is stored in. 

• Ensure that clear and robust safeguards are in place to ensure personal 

information is kept securely and to protect personal information from loss, theft and 

unauthorised disclosure, irrespective of the format in which it is recorded. 

• Ensure that personal information is not retained longer than it is needed. 

• Ensure that when information is destroyed that it is done so appropriately 

and securely. 

• Share personal information with others only when it is legally appropriate to 

do so. 

• Comply with the duty to respond to requests for access to personal 

information, known as Subject Access Requests. 

• Ensure that personal information is not transferred outside the LEA without 

the appropriate safeguards 

• Ensure all staff and governors are aware of and understand these policies 

and procedures. 

 

ORGANISATIONS WHO MAY SHARE PERSONAL INFORMATION 

 

Information held by the School, LEA and the Welsh Assembly 

Government on pupils, their parents or legal guardians may also be 

shared with other organisations when the law  allows, for example with; 

  

• other education and training bodies, including schools, when pupils are 

applying for courses, training, school transfer or seeking 

guidance on opportunities; 

• bodies doing research for the Welsh Assembly Government, LEA and 

schools, so long as steps are taken to keep the information secure; 



• central and local government for the planning and provision of educational 

services; 

• social services and other health and welfare organisations where there is a 

need to share information to protect and  support 

individual pupils; 

• various regulatory bodies, such as ombudsmen and inspection 

authorities, where the law requires that information be passed on so that they can 

do their  work. 

 

Pupils have certain rights under the Data Protection Act, including a 

general right to be given access to personal data held about them by any “ data 

controller”. The presumption is that by the age of 12 a child has sufficient maturity 

to understand their rights and to make an access request themselves if they wish. 

A parent would normally be expected to make a request of child’s behalf if the 

child is  younger. 

 

If you wish to access your personal data, or that of your child, then please contact 

the relevant organisation in writing. Details of these organisations can be found on 

the following website (School or LEA website) or for those pupils/ parents where 

this is not practical, a hard copy can be obtained from  the school by written 

request to the Headteacher. 

 
Other information 
 

The Welsh Assembly Government, LA and school place a high value on 

the importance of information security and have a number  of 

procedures in place to minimise the possibility of a com promise in da ta 

security. 



The Welsh Assembly Government, LEA and School will endeavour to 

ensure that information is kept accurate at all times. Personal 
information will not be sent outside the United Kingdom. 

 
Your rights under the Data Protection Act 1998 

         The Data Prote ction Act 1998 gives individuals c ertain rights in 

respect  

        of personal information held on them by any organisation. These 

rights 

         include; 

 the right to ask for and receive copies of the personal 

information held on you, although some  information can 

sometimes be 

legitimately withheld; 

 the right, in some circumstances, to prevent the processing 

of personal information if doing so will cause damage or 

distress; 

 the right to ask for wrong information to be put right; 
 the right to seek compensation if an organisation does not 

comply with the Data Protection Act 1998 and you person suffer 

damage; 

 in some  circumstances a  pupil’s parent or legal guardian may 

have a right to receive a copy of personal data held about a pupil 

in their lega l care. Such c ases will be considered on an individual 

b asis where the individual is deemed to have insufficient 

understanding of their rights under the Act. 

 
You also have the right to ask the Information Commissioner,  who 

enforces and oversees the Data Protection Act 1998, to assess 

whether or not the processing of personal information is likely to 

comply with the provisions of the Act. 

 
Seeking further information 
For further information ab out the personal information collected and its’ 
use, if you have concerns about the accuracy of personal information, or 
wish    information, or wish to exercise your rights under the Data 
Protection Act 1998, you should  contact; 

 

 the school on 029 20613 417; 

 your LEA on 029 2087 2000 
 


