Privacy Notice Guidance and Links for Schools
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This has been e mailed on 15th August 2024 to Headteachers, at least one office team member and will be shared on the BEEM bulletin
Please share with your school’s Data Controller

Dear Colleagues

This is our annual reminder of schools’ duty to regularly review privacy notices for their pupils and staff. 

The DfE issues guidance on data sharing, privacy notices and data subjects’ rights. These were last updated by the DfE in October 2023 – please see the links below. 

These templates contain several variables, with schools being responsible to list their own uses of data, and their legal basis for processing. 

School Data Controller 
Your School Data Controller is responsible for regularly overseeing this data requirement. We also recommend liaising with your school’s own Information Governance Support Service.

It is recommended that Privacy Notices are made available on your school website, for pupils, staff and parents/carers, and hard copies shared with people without access to this. 

Privacy notices must be issued to all new pupils and staff as soon as possible. It is not necessary to re-issue privacy notices to pupils or staff who have already received them (unless there has been a change of data collected or use of data). Any Privacy Notices available in public places, for example, notice boards should be kept up to date. 

The DfE recommend that schools remind parents/carers of the Privacy Notices at the start of each term, and include in any other announcements/correspondence/induction packs.  If there are any changes to the way the school processes personal data, then these changes need to be highlighted to parents/carers and pupils.

· DfE Data Protection Toolkit for schools
Here is the link to the DfE Toolkit and the Data Protection: Annual Review Checklist:
https://www.gov.uk/government/publications/data-protection-toolkit-for-schools

· DfE Sample Templates and Model Documents
This is the link to the DfE templates. We recommend you read the first document ‘Explanation of Privacy Notices’ as it is useful information and contains a sample school template:
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices

· Data Section from the DfE School Census Guidance
https://www.gov.uk/guidance/complete-the-school-census/statutory-requirement-data-sharing-and-regulations

· Information Commissioner’s Office guidance for Education & Families
Helpful ICO resources for schools and other education settings can be found here: Education data | ICO

LA Privacy Notice Link – Education & Skills Specific is here:
https://www.brighton-hove.gov.uk/content/about-website/service-privacy-notices/education-and-skills-service-privacy-notice

LA Privacy Notice Link – Brighton & Hove City Council is here:
https://www.brighton-hove.gov.uk/content/about-website/privacy-and-cookies

Kind regards

Katherine Eastland – Schools Data Service
E-mail: schools.data@brighton-hove.gov.uk
Schools Data Service KE
