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Introduction
Stace Provision collects and uses personal information about individuals and service users in order to carry out its duties effectively and safely. This information may be collected and stored in a range of formats, including paper records, electronic systems, and other recorded materials. All personal data is processed lawfully, fairly, and securely in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, with appropriate safeguards in place to protect confidentiality and privacy at all times.
Legislation and Guidance
This policy meets the requirements of the: 
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Human Rights Act 1998
· Keeping Children Safe in Education (current version)
It is based on guidance published by the Information Commissioner’s Office (ICO) on the GDPR
The Data Controller
Stace Provision processes personal data relating to parents, pupils, staff, visitors and others, and therefore is a data controller. Stace Provision is registered with the ICO / has paid its data protection fee to the ICO, as legally required.
ICO registration number: CSN2021610
Definitions
· Personal Data: Any information relating to an identifiable living individual.
· Special Category Data: Sensitive data including health, safeguarding, SEN, ethnicity, or criminal information.
· Data Subject: The individual whose data is held.
Data Protection Principles
The UK GDPR is based on data protection principles that Stace Provision must comply with. The principles say that personal data must be: 
1. Processed lawfully, fairly, and transparently
2. Collected for specified, explicit, and legitimate purposes
3. Adequate, relevant, and limited to what is necessary
4. Accurate and kept up to date
5. Stored securely and retained only as long as necessary
6. Processed in a manner that ensures appropriate security
Lawful Basis for Processing
We process data under lawful bases including:
· Legal obligation (e.g. safeguarding and education duties)
· Vital interests (to protect a child or individual from harm)
· Public task
· Consent (where required)
Through effective management and the strict application of appropriate criteria and controls, Stace Provision will:
· Ensure the fair, lawful, and transparent collection and use of personal information
· Meet its legal obligation to clearly specify the purposes for which personal data is processed
· Collect and process only relevant and necessary information to meet operational needs or comply with legal requirements
· Maintain the accuracy and quality of information held
· Ensure that individuals can fully exercise their rights under data protection legislation, including:
· the right to be informed about how their data is processed
· the right of access to personal information
· the right to restrict or object to processing in certain circumstances
· the right to have inaccurate data corrected, blocked, or erased
· Implement appropriate technical and organisational security measures to safeguard personal data
· Ensure personal data is not transferred outside the UK without suitable safeguards
· Treat all individuals fairly and without discrimination, regardless of age, religion, disability, gender, sexual orientation, or ethnicity
· Maintain clear procedures for responding to information and data protection requests
Confidentiality
All information relating to children, families, and staff is treated as confidential. Information is only shared:
· On a need-to-know basis
· With appropriate consent, or
· Where there is a legal or safeguarding requirement
Staff must not discuss confidential information outside of professional contexts or with unauthorised individuals.
Disclosure 
Stace Provision may share personal data with other agencies, including the local authority, funding bodies, and relevant voluntary organisations, where it is lawful and necessary to do so. Individuals or service users will be informed, wherever possible, about how and with whom their information will be shared.
There are circumstances where the law permits the disclosure of personal data, including sensitive data, without consent. These include where disclosure is necessary for:
a) Compliance with a legal duty or where authorised by the Secretary of State
 b) Protection of the vital interests of an individual, service user, or another person
 c) Situations where the individual has already made the information public
 d) The establishment, exercise, or defence of legal claims, or to obtain legal advice
 e) Monitoring and promoting equality of opportunity (e.g. race, disability, or religion)
 f) The provision of a confidential service where consent cannot reasonably be obtained, or where seeking consent would place an individual under undue stress or risk 
Safeguarding and Information Sharing
Safeguarding information may be shared without consent where there is a concern about a child’s safety or welfare. Stace Provision follows the principle that the welfare of the child is paramount and works in line with local safeguarding partnership procedures.
Data Collection
Stace Provision collects personal data lawfully, fairly, and transparently. Where consent is relied upon, informed consent means that the individual or service user:
· Clearly understands why their information is needed
· Knows how the information will be used and who it may be shared with
· Understands the possible consequences of giving or refusing consent
· Freely gives consent, either verbally or in writing
All data is collected within the boundaries set out in this policy, whether obtained in person or via written or electronic forms.
When collecting personal data, we ensure that the individual or service user:
a) Understands why the information is required
 b) Knows how the data will be used and the implications of withholding consent
 c) Gives explicit consent where required
 d) Is competent to give consent and does so freely, without pressure or duress
 e) Has received sufficient information to make an informed decision
Data Storage and Retention
· Personal information and records relating to service users are stored securely and are accessible only to authorised staff.
· Electronic records are stored on secure, password-protected systems.
· Paper records are stored in locked cabinets or safes with restricted access.
· Safeguarding and child protection records are kept separate from academic records.
Information is retained only for as long as necessary to meet operational or legal requirements and is disposed of securely when no longer required.
Stace Provision ensures that all personal and organisational data is made non-recoverable from any computer systems, devices, or storage media that are transferred, sold, or disposed of.
Record Keeping
Accurate, factual, and timely records are maintained. Records must:
· Be clear, objective, and non-judgemental
· Include dates, times, and the name of the person recording
· Be stored securely and retained in line with retention guidance
Data Access, Accuracy, and Accountability
All individuals and service users have the right to access the personal data held about them. Reasonable steps are taken to ensure information is accurate and up to date, including regular reviews and updates where changes are identified.
Stace Provision ensures that:
· A Data Protection Officer (DPO) is appointed with responsibility for data protection compliance
· All staff processing personal data understand their legal and contractual responsibilities
· Staff are appropriately trained and supervised when handling personal information
· Clear procedures exist for raising enquiries or concerns about data handling
· Enquiries and requests are handled promptly, respectfully, and transparently
· Personal data handling practices are clearly documented
· Data protection arrangements are regularly reviewed and audited
Data Sharing
Personal data may be shared with:
· Local authorities
· Social care
· Health professionals
· Police or other agencies
This will only occur where lawful, necessary, and proportionate.
Requesting access to your personal data
The UK GDPR gives parents and pupils certain rights about how their information is collected and used. To make a request for your personal information, or be given access to your child’s educational record, contact the data protection officer at amanda@staceprovision.com
You also have the following rights:
· the right to be informed about the collection and use of your personal data – this is called ’right to be informed’.
· the right to ask us for copies of your personal information we have about you – this is called ’right of access’, this is also known as a subject access request (SAR), data subject access request or right of access request.
· the right to ask us to change any information you think is not accurate or complete – this is called ‘right to rectification’.
· the right to ask us to delete your personal information – this is called ‘right to erasure’
· the right to ask us to stop using your information – this is called ‘right to restriction of processing’.
· the ‘right to object to processing’ of your information, in certain circumstances
· rights in relation to automated decision making and profiling.
· the right to withdraw consent at any time (where relevant).
· the right to complain to the Information Commissioner if you feel we have not used your information in the right way.
There are legitimate reasons why we may refuse your information rights request, which depends on why we are processing it. For example, some rights will not apply:
· right to erasure does not apply when the lawful basis for processing is legal obligation or public task.
· right to portability does not apply when the lawful basis for processing is legal obligation, vital interests, public task or legitimate interests.
· right to object does not apply when the lawful basis for processing is contract, legal obligation or vital interests. And if the lawful basis is consent, you don’t haven’t the right to object, but you have the right to withdraw consent.
If you have a concern about the way we are collecting or using your personal data, you should raise your concern with us in the first instance or directly to the Information Commissioner’s Office at raise a concern with ICO.
For further information on how to request access to personal information held centrally by the Department for Education (DfE), please see the ‘How Government uses your data’ section of this notice.
How Government uses your data
The pupil data that we lawfully share with the Department for Education (DfE) through data collections:
· underpins school funding, which is calculated based upon the numbers of children and their characteristics in each school.
· informs ‘short term’ education policy monitoring and school accountability and intervention (for example, school GCSE results or Pupil Progress measures).
· supports ‘longer term’ research and monitoring of educational policy (for example how certain subject choices go on to affect education or earnings beyond school)
Data collection requirements
To find out more about the data collection requirements placed on us by the Department for Education (DfE) (for example; via the school census) go to https://www.gov.uk/education/data-collection-and-censuses-for-schools 
The National Pupil Database (NPD)
The NPD is owned and managed by the Department for Education (DfE) and contains information about pupils in schools in England. This information is securely collected from a range of sources including schools, local authorities and awarding bodies. 
The data in the NPD is provided as part of the operation of the education system and is used for research and statistical purposes to improve, and promote, the education and well-being of children in England.
The evidence and data provide DfE, education providers, Parliament and the wider public with a clear picture of how the education and children’s services sectors are working in order to better target, and evaluate, policy interventions to help ensure all children are kept safe from harm and receive the best possible education. 
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-database-npd-privacy-notice/national-pupil-database-npd-privacy-notice
Sharing by the Department for Education (DfE)
Information can be found here: collecting and sharing data by DfE
Data Breaches
Any actual or suspected data breach must be reported immediately to the Designated Data Protection Lead. Breaches will be investigated and, where required, reported to the Information Commissioner’s Office (ICO) within statutory timescales.
Staff Responsibilities
All staff and volunteers must:
· Follow this policy and associated procedures
· Complete data protection training
· Report concerns or breaches immediately
· Maintain confidentiality at all times
Failure to comply may result in disciplinary action.
Withdrawal of consent and the right to lodge a complaint 
Where we are processing your personal data with your consent, you have the right to withdraw that consent. If you change your mind, or you are unhappy with our use of your personal data, please let us know by contacting the data protection officer.
Privacy Notice
Our privacy notice is available on our website www.staceprovision.com or can be requested.
Monitoring and Review
This policy is reviewed annually or sooner if legislation or guidance changes. Staff will be informed of any updates.
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