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The EU General Data Protection Regulation (GDPR) includes rules on giving privacy information to 
those whose data is held by an organisation (data subjects). These are more detailed and specific than 
in the Data Protection Act and place an emphasis on making privacy notices understandable and 
accessible. Data controllers are expected to take ‘appropriate measures’ to ensure that this is the case. 

The school interprets this as using very clear language to outline each of the responsibilities for each 
of the data subject groups.   

The GDPR says that the information provided to data subjects about how the school processes their 
personal data must be: 

• concise, transparent, intelligible and easily accessible; 

• written in clear and plain language, particularly if addressed to a child; and 

• free of charge. 

These requirements are about ensuring that privacy information is clear and understandable for data 
subjects. This privacy notice deals with the overall privacy responsibilities of the school and should be 
read by the appropriate data subject. St Cedd’s School holds privacy notices relevant to parents and 
pupils, staff, governors and alumni. 

Each privacy notice deals with two sources of data, that obtained directly from the subject and, data 
not obtained directly from the subject.  For both sources the identity and contact details of the data 
handler (and where applicable, the handler’s representative) and the data protection officer (or 
privacy officer) are provided. 

 

  

  



This privacy notice will be made available to you at the time your data is being obtained, if it is being 
obtained directly. Copies can be found on the school website and in the Front Office. 
 
Routine contact with alumni will be by email; unless the individual alumnus does not give consent to 
be contacted in this way.  
 
This privacy notice will be provided to you at the time your data is being obtained, if it is being obtained 
directly.  
 

Should you give consent, data will be processed for the purposes of maintaining an accurate record of 
those who were educated at St Cedd’s School. The School will process only the minimum personal 
data to achieve this purpose.   

The school will not share your data with any companies associated with the school.   

It is not necessary for data to be shared with other countries.   

The retention period for alumni data will be unlimited as long as the school believes it has a 
relationship to serve with the alumnus. 

You have the right to withdraw your consent to data processing at any time, however this will only 
apply to certain groups of data for which you have given particular consent. You will be made aware 
of the consequences of withdrawing your consent. 

You can complain at any time about how the school has handled your data, the Information 
Commissioner is available as follows: 

The ICO helpline is 0303 123 1113.  A template letter, should you need it is at the appended to this 
notice.   

We will obtain the data the school requires from you, should we need data from other sources we will 
contact you first.  

  



Appendix  

 

 

[Your full address] 
[Phone number] 

[The date] 

[Name and address of the organisation] 
[Reference number (if provided within the initial response)] 

Dear [Sir or Madam / name of the person you have been in contact with] 

Information rights concern 
[Your full name and address and any other details such as account number to help identify you] 

I am concerned that you have not handled my personal information properly. 

[Give details of your concern, explaining clearly and simply what has happened and, where 
appropriate, the effect it has had on you.] 

I understand that before reporting my concern to the Information Commissioner’s Office (ICO) I 
should give you the chance to deal with it. 

If, when I receive your response, I would still like to report my concern to the ICO, I will give them a 
copy of it to consider. 

You can find guidance on your obligations under information rights legislation on the ICO’s website 
(www.ico.org.uk) as well as information on their regulatory powers and the action they can take. 

Please send a full response within 28 calendar days. If you cannot respond within that timescale, 
please tell me when you will be able to respond. 

If there is anything you would like to discuss, please contact me on the following number [telephone 
number]. 

 
Yours faithfully 
[Signature] 

 

http://www.ico.org.uk/

