
             

          

 
Berger Primary School 

                          Data Protection Policy 
 
Introduction 
 
Berger Primary School is committed to ensuring that the provisions of the Data 
Protection Act 1998 are fully complied with and, the following is a statement of 
Berger Primary School’s data protection policy. This policy outlines the key principles 
applied by Berger Primary School in data processing. Relevant officers of Berger 
Primary School will be familiar with and apply all relevant Data Protection Codes and 
Codes of Practice or other guidance issued by the Information Commissioner 
(www.dataprotection.gov.uk) from time to time. 
 
In working towards achieving our aims and objectives, and in order to operate, the 
Learning Trust, in its day to day operation, needs to collect and use certain types 
of personal information about people with whom it deals. The types of person 
about whom Berger Primary School will obtain and hold personal information, and to 
whom personal data may be disclosed will include: 
 

· parents, pupils ; 
· current, past and prospective employees ; 
· suppliers ; 
· contractors ; 
· customers ; 
· consultants ; 
· advisors ; 
· stakeholders and partners ; 
· councillors, and 
· others with whom it communicates. 

 
In addition, Berger Primary School is required by law to collect and use certain types 
of personal information to allow it to comply with legislation on, for example, health 
and safety, equal opportunity and disability discrimination. Personal information 
which Berger Primary School acquires, holds and uses must be dealt with properly 
however it is collected, recorded and used – whether on paper, electronically 
stored or recorded on other material – and the Data Protection Act 1998 lays down 
safeguards with a view to ensuring that this occurs. The Act applies to personal data; 
that is data about identifiable, living individuals. Berger Primary School is a Data 
Controller under the Act. This means we determine the purposes and manner in 

 



which personal data are processed. Berger Primary School is committed to 
complying with the Data Protection principles and the other requirements of the Act 
when processing personal data. In addition to this policy Berger Primary School will 
issue detailed procedures to assist staff with meeting the obligations of the Act. 
 
 
 
 
Scope 
 
This policy applies to Berger Primary School only and does not apply to schools who 
are separate public bodies in their own right. They are statutorily obliged to make 
their own arrangements. 
 
Data Protection Principles 
 
Berger Primary School undertakes to comply with the Data Protection principles 
when processing personal data. These require personal data to be: 
 

· fairly and lawfully processed; 
· processed for limited purposes; 
· adequate, relevant and not excessive; 
· accurate; 
· not kept longer than necessary; 
· processed in accordance with individuals’ rights; 
· kept secure; 

· not transferred to non‐EEA (European Economic Area) countries without 
adequate protection. 

 
Responsibilities 
 
All staff have a duty to comply with the Data Protection Act. Berger Primary School 

has issued a procedural document to complement this policy; this sets out step‐by 
step how a request for personal information should be dealt with. In addition 
training has been provided and will be available on an on going basis. 
It is however the responsibility of the person who receives a request or those 
processing personal data to ensure that it is carried out in accordance with the Act. 
Where assistance is needed in this regard there will be advice and support 
available from the Legal Team. 
 
Notification 
 
Notification requires Berger Primary School to supply the Information Commissioner 
with our name and address, and a general description of our processing of personal 
data including purposes, data subjects and data classes. 
The Information Commissioner maintains a public register of Data Controllers, 
which is where details of our processing of personal data may be found. 
 
 
 



Rights of the Data Subject 
 
A Data Subject is entitled to make a written request to Berger Primary School and 
within 40 days receive: 
 
1. Confirmation of whether their personal data is being processed, And if this is the   
case; 
 
2. A description of the personal data processed, of the purpose of the processing 
and of any Recipient or classes of Recipient. 
 
3. A copy of the information, and information about the source if available. 
 
4. Information about the logic of any automated decision that significantly affects 
them. 
 

Post‐access a Data Subject has the right to apply for blocking, rectification, 
destruction or erasure of their personal data. 
 
Consent 
 
Under the Act, Berger Primary School is required in many cases to obtain consent to 
process personal data. Consent should be fully informed, freely given and specific 
to the circumstances. 
 
However, there are certain situations in which consent is not required, for 
example, where: 
 

· the disclosure is for the purposes of preventing or detecting crime and 
     complying with the openness requirement would be likely to prejudice 

 
· those purposes; or the disclosure is required by law or by a court order. 

 
Enforcement 
 
Complaints or concerns regarding Berger Primary School’s processing of personal 
data are to be directed in the first instance to the Head of Law, for an independent 
internal review. Applicants who are unhappy with the outcome of the internal review 
may appeal directly to the Information Commissioner for an Assessment. The 
Information Commissioner is responsible for enforcement of the Act. He may serve 
an enforcement notice upon a Data Controller who has contravened or is 
contravening any of the Data Protection principles. The Information 
Commissioner may also issue information notices or special information notices 
under the Act. 
 

 
 
 
 



 
Appendix – Definitions 
 
Blocking To stop the use of. After personal data has been deleted, it may 
be received again from elsewhere. Blocking prevents any future use. 
 
Consent Freely given, informed, specific to circumstances. There can be 
two kinds: explicit and implicit. The latter may suffice in some cases, although the 
Information Commissioner advises that explicit consent should be sought wherever 
possible. 
 
Data Controller A person who either alone or jointly or in common with other 
persons determines the purposes for which and the manner in 
which any personal data are, or are to be, processed; 
 
Data Processor Any person (other than an employee of the data controller) who 
processes the data on behalf of the data controller; 
 
Data Subject Any living individual who is the subject of personal data. 
Erasure Redaction or ‘blacking out’ of data.  
 
Personal Data Data which relate to a living individual who can be identified 
from those data, or from those data and other information which 
is in the possession of, or is likely to come into the possession of, the Data 
Controller. As well as including obviously personal data such as names and 

addresses (including e‐mail addresses), the definition includes ‘any expression of 
opinion about the individual and any indication of the intentions of the Data Controller 
in respect of the individual’. The definition is therefore quite broad, and may 
cover information such as an individual’s health, beliefs, personal hobbies, or 
business activities, for example. 
 
Processing Anything at all done to personal data, including but not limited to 
collection, use, disclosure, destruction and merely holding 
personal data. 
 
Recipient Anyone who receives personal data, except the Data Controller, 
Data Subject, or Data Processor. 
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