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Sample Data Protection Statement for use on Schools’ Personal Data Capture Forms

Guidance Note

Where schools are collecting personal information through paper or electronic forms, a Data Protection Statement must be included. Below is a template statement which your school may wish to use.

The template statement should be customised depending on the information being collected and the purpose(s) for which it is required.


Template Statement

Data Protection Statement
 
The information provided [on this form] by you to [INSERT SCHOOL NAME] is required by us to [insert details of why you need the information].  When we process your personal information, for example, collect it on a form or store it in a file or on a computer, the school is obliged to comply with the General Data Protection Regulation (GDPR). 

We will process your personal information on the legal basis that it is part of our [insert legal basis for processing e.g. public task – refer to School IAR] to do so. 

[NOTE TO SCHOOL: Please choose one of the two options below – keep one option and complete the blank spaces in full and delete the other option.]

EITHER [We will share the personal information you provide to us on this form with [insert names of third parties] for the purposes of [Insert brief detail i.e. this should reflect the detail you provided in the paragraph above.]]

OR [We will not share the personal information you provide to us on this form with any third party.] 

Your personal information will not be shared or processed for any other purpose without your express consent.
 
We have published detailed Privacy Notices on our website [insert school website page or direct to where privacy notices are available e.g. notice board] and we have hard copies available at our school office. Our Privacy Notice provides further information on how and why we process your personal information as well as details on how to contact us if you have any questions or concerns. Please read our Privacy Notices carefully before completing this form.
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