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DATA PROTECTION

All individuals are covered by the Data Protection Act and any information taken from employees are collected and stored in line with the Act. Manual and computerised data is kept of employee related information.

Only those documents that are relevant, accurate, up-to-date and essential to meet their purpose should be retained. When they become out of date and of no further use, they are removed and destroyed.

All information will remain confidential and secure and follow best practice in safeguarding personal data.

Retention periods
Employee and Clients files are kept for 6 years and students records up to 7 years. Data is securely destroyed after these period.

The policy applies to:
Staff
Volunteers
Students
Parents/guardians
Clients 

It covers personal information stored digitally, on paper, email systems, cloud storage, photos and recording.

We follow the 7 GDPR principles:
Personal data must be: 
· Lawful fair and transparent
· Collected for specific purposes
· Adequate and relevant
· Accurate and kept up to date
· Kept only as long as necessary
· Stored securely
· Accountable (show compliance)


COMPLAINTS PROCEDURE
If someone is unhappy with how their data is handled they may complain to:
The information Commissioner’s Office (ICO) website: https://ico.org.uk
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