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1. Aims of this policy

· To outline Chelsea Academy’s full compliance with legislation involving the protection of data

· To describe the data protection procedures that are taken to ensure the security an acceptable use of data

2. Data protection

Chelsea Academy will obtain and process 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’ right of access.  Information about the use of personal data is shall accompany any appropriate collection forms.  If details are given verbally, the person collecting will explain the issues before obtaining the information.

All personal data held electronically is subject to the requirements of the Data Protection Act 1988 and as such is available for access by the individual and adequate security arrangements are in place.  All data will be subject to regular updating and accuracy checks.  Data held about individuals will not be kept for longer than necessary for the purposes registered.

A structured allocation of staff and student access rights will protect confidentiality and the security of data.

3. Data protection procedures

All information required by Chelsea Academy will be obtained fairly and lawfully.

No Chelsea Academy employee will knowingly mislead or deceive any other person about the purpose for which information is being collected.  Individual members of staff can be personally liable in law under the terms of the Data Protection Act.  They may also be subject to claims for damages from persons who believe that they have been harmed as a result of inaccuracy, unauthorised use or disclosure of their data.  A deliberate breach of this Data Protection Policy will be treated as disciplinary matter.

Personal information will only be used for the purpose for which it was gathered.

Personal records will be kept as accurate and up to date as possible and in accordance with the procedures outlined in the Academy’s policy on Data Management.  Where necessary the subject of such data will be asked to confirm that what has been recorded is accurate.

The Academy will ensure and maintain an appropriate level of security of access to its premises, equipment, network, programs, data and documentation.  Such access will be restricted to the appropriate staff.  All existing and newly appointed staff who have access to personal information will receive training on data protection procedures. 

Personal information will be disclosed only to those who, in the view of the Principal, have a demonstrable need to know the information.

4. Student data

Personal data will be held on the Academy’s management system and will be reviewed regularly, and amended as appropriate.  There will be appropriate levels of security to prevent open access to all of the details.

Chelsea Academy is required to keep an attendance register on all students during the day.  In addition a record is kept as to whether any absences are authorised or unauthorised.  Individual attendance reports will be available to parents, tutors and other appropriate staff.  

Assessment and performance data: all students of the Academy will have a set of specific data regarding their performance on intake.  Further data on student performance will be generated by the termly reporting system and will be centrally stored on the Academy’s management system.

Parents will be provided with hard copies of reports.

Parents will have access to key information about their child’s progress, attainment, attendance, punctuality and behaviour in real-time via a secure internet connection through the Academy Learning Platform.
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