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Dovery Down Lower  

 

Data Protection Policy 
 

Statement of Intent 

 

Dovery Down Lower School is required to keep and process certain information about 

its pupils and staff members in accordance with its legal obligations under the Data 

Protection Act 2018, which incorporates the General Data Protection Regulation 

(GDPR).  

 

The school may, from time to time, be required to share personal  information about 

its pupils or staff with other organisations, mainly the Local Authority, other schools 

and educational bodies, and potentially social services.  

 

This policy is in place to ensure all staff and governors involved with the collection, 

processing and disclosure of personal data are aware of their duties and 

responsibilities and outlines how the school complies with the core principles of the 

GDPR. 

 

The school has a legal responsibility to comply with the law, including GDPR.   The 

individual with overall responsibility for this policy is the Data Protection Officer. 

The school has a duty to be registered, as a Data Controller, with the Information 

Commissioner’s Office (ICO) detailing the information held and its use. This is 

included in a public register available on the ICO’s website www.ico.org.uk.   

 

The school’s Privacy Notice, which complements the Data Protection Policy, is also 

available on the website and should be read in conjunction with this Policy. 

 

Applicable data 

 

Data Protection means practices and operations relating to the fair and lawful 

treatment of personal data and an understanding of the regulatory requirement relating 

to data privacy 

 

For the purpose of this policy, personal data relates to a living individual who can be 

identified from this data; or from this data and other information which is in the 

possession of, or likely to come into the possession of, the data controller.  

 

Sensitive personal data is referred to in the GDPR as ‘special categories of personal 

data’, which are broadly the same as those in the previous Data Protection Act (DPA) 

1998. This includes racial or ethnic origin, religious or philosophical beliefs, data 

concerning health, medical information.  

 

GDPR applies to both automated personal data and to manual filing systems. 

 

Additionally, although not sensitive under data protection legislation, financial data 

and information relating to criminal convictions is also treated with additional 

safeguards due to their associated risks. 
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Data Protection Principles 

 

In accordance with the requirements of GDPR, it is our policy that personal data will 

be: 

 

 processed lawfully, fairly and in a transparent manner; 

 collected for specified, explicit and legitimate purposes and not further 

processed in a manner that is incompatible with those purposes; 

 adequate, relevant and limited to what is necessary in relation to the purposes 

for which they are processed; 

 accurate and, where necessary, kept up to date; every reasonable step must be 

taken to ensure that personal data that is inaccurate, having regard to the 

purposes for which it is processed, is erased or rectified without delay; 

 kept in a form which permits identification of data subjects for no longer than 

is necessary for the purposes for which the personal data is processed; 

 processed in a manner that ensures appropriate security of the personal data, 

including protection against unauthorised or unlawful processing and against 

accidental loss, destruction or damage. 

 

Length of time information is retained 

 

Personal data will be held in accordance with the Retention Schedule, which will be 

regularly reviewed.  A copy of the Retention Schedule will be available on the 

website shortly. We will not keep personal data longer than is necessary for the 

purpose or purposes for which they were collected.  We will take all reasonable steps 

to destroy or erase from our systems, all data that is no longer required. 

 

Disclosure of Information 

 

Personal data will be only used for the purpose for which it was gathered, unless 

consent has been obtained for the new or varied use. Routine disclosures will be 

specified on the Data Protection register and consent will be deemed to have been 

given to routine disclosures so included.  In other cases, explicit consent from the data 

subject will be obtained in writing. 

 

Data Breach 

 

Every care is taken to protect personal data and to avoid a data protection breach. Our 

Data Breach Procedure Policy, available on the website, outlines the measures our 

school takes against unauthorised or unlawful processing or disclosure and against 

accidental loss, destruction of or damage to personal data.  

 

In the event of data being lost or shared inappropriately, our school will take 

appropriate action to minimise any associated risk as soon as possible. This procedure 

applies to all personal and sensitive data held by our school and all school staff, 

Governors, volunteers and contractors. 
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This Data Breach Procedure document forms part of the school’s Data Protection 

Policy and all staff are made aware of these procedures through induction, supervision 

and ongoing training.   

 

Requesting access to personal data 

 

Under data protection regulations, parents/carers and pupils (from age 13), have the 

following rights: 

 

 Right to be informed  

 Right to  access to your child’s or your personal information  

 Right to have inaccurate personal data rectified, blocked, erased or destroyed 

in certain circumstances 

 Right to object to processing of personal data that is likely to cause, or is 

causing, damage or distress 

 Right to restrict processing for the purpose of direct marketing 

 Right to data portability 

 Right to object to decisions being taken by automated means 

 Right to claim compensation for damages caused by a breach of the Data 

Protection regulations  

It should be noted that some of these rights will not apply in circumstances where 

allowing them would significantly reduce or prevent our ability to perform our duties 

as a school and safeguard the children in our care. 

 

As a data subject parents/carers do have the right to request access to personal 

information about themselves and/their child that we hold at school or to their child’s 

educational record.  To request access, data subjects can make a Subject Access 

Request (SAR).  For further information about this contact the Headteacher, Dovery 

Down Lower School, Heath Road, Bedfordshire, LU7 3AG. 

 

Our school will follow procedures outlined in our Subject Access Request Policy 

available on our website, which follows the guidelines promoted by the data 

protection regulations.   

 

Reporting concerns about our data protection processes 

 

Any concern about the way we are collecting or using personal data, should be raised 

in first instance by contacting the Headteacher on 01525 377233.  Alternatively, 

contact the Information Commissioner’s Office at https://ico.org.uk/concerns/ 

 

 

 

https://ico.org.uk/concerns/

