
 

 

 

 
Data Protection Policy 

 
 
Introduction 
  
UBHS needs to keep certain personal information about its employees, learners and other 
users in order to carry out its proper business and organisational functions and to allow it to 
monitor performance, achievements and health & safety. It is also necessary to process 
information so that staff can be recruited and paid, and legal obligations to the LA, DFE and 
other agencies are complied with.   
 
To comply with the law, information must be collected and used fairly, stored safely and not 
disclosed to any other person unlawfully. To do this, the School must comply with the eight Data 
Protection Principles, which are set out in the Data Protection Act 1998. 
 
Personal data relates to both electronic files and manual records.  
 
The School will maintain an up-to-date notification with the Office of the Information 
Commissioner, the Government body responsible for data protection compliance and 
enforcement, and is registered as a data holder under registration number Z3101102.  
 
It is the aim of the School that all appropriate staff are properly trained, fully informed of their 
obligations under the Data Protection Act 1998 and are aware of their responsibilities.  
 
This policy document applies only to information covered by the Data Protection Act 1998 and 
will be updated/amended from time to time as necessary according to the laws of England.  
 
Responsibilities of Staff and Learners/Parents and Carers  
 
All staff and learners are responsible for:  
 

 Checking that any personal data that they provide to the School is accurate 
and up to date;  

 
 Informing the School of any changes to information, which they have 

provided; 
 

 Checking the information that the School may send out from time to time,  
giving details of information kept and processed about staff and learners;  

 
 Informing the School of any errors or changes in the personal data which it  

holds about them. The School cannot be held responsible for any errors 
unless the staff member or Learner has informed the School.  
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Data Security 
  
The need to ensure that data is kept securely means that precautions must be taken against 
physical loss or damage and both access and disclosure is restricted.  All staff are responsible 
for ensuring that the procedures stipulated by the School regarding the issues below are 
followed:  

 Any personal data which they hold is kept securely;  
 

 Personal information is not disclosed either orally or in writing or accidentally 
   or otherwise to any unauthorised third party (if a member of staff is unsure 
   about disclosing information they must not divulge anything until after  
   reference to their line manager). 
 
Rights to Access Information  
Notification of data held and processed  
 
Unless there are any legally permitted reasons to the contrary, all staff, learners and other users 
are entitled to:  

 Know what information the School holds and processes about them and 
    why;  
 

 Know how to gain access to it;  
 

 Be informed how to keep it up to date;  
 

 Be informed what the School is doing to comply with its obligations under the 
    1998 Act.  
 
Staff, learners (and/or guardians) and other users of the School have the right to access 
personal data that is being kept about them. 
 
Any person who wishes to exercise this right should contact the School in writing, noting that 
some form of identification will be required prior to the release of any data. In any disclosure of 
information, care should be taken to ensure that a third party individual is not identified and, in 
such circumstances, the disclosure is only permitted where the third party has consented to the 
disclosure or the third party can be protected by anonymising the information.  
 
The School reserves the right to make a charge on each occasion that access is requested.  
The School aims to comply with requests for access to personal information as quickly as 
possible, but will ensure that it is provided within 40 days.  
 
 
 
 
 


