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	We are committed to handling all personal information with care, respect, integrity and confidentiality.



1  Our commitment
At Annette Street Primary School we are committed to protecting the privacy and personal information of our children, families, staff and wider school community. We collect, use and store personal information responsibly, fairly and lawfully in accordance with the UK General Data Protection Regulation, the Data Protection Act 2018, Glasgow City Council information governance policies, and education legislation relating to schools in Scotland.
We recognise that personal information belongs to the individual, and that we have a duty to keep it safe, secure and confidential. Protecting personal information is an essential part of safeguarding children, building trust and maintaining positive relationships with families and staff.
2  Why we collect information
We collect personal information in order to educate and support children, to safeguard them, to monitor attendance and attainment, to provide additional support where it is required, to communicate with families, to meet our legal and statutory duties, and to ensure the safe and effective operation of the school.
3  Our principles
We ensure that personal information is processed lawfully, fairly and transparently; collected only for legitimate educational purposes; accurate and kept up to date; stored securely; shared only where appropriate and lawful; and retained only for as long as it is needed.
4  For parents and carers
We will explain why information is collected and ask only for what we genuinely need. We will protect your family’s privacy, seek consent where this is required, tell you how photographs and videos are used, share information with other agencies only where there is a lawful basis or a safeguarding responsibility, and respond promptly to any request about your personal information.  You have the right to request access to your personal information, to request correction of anything inaccurate, to understand how your information is used, and to raise concerns about data protection.
5  For staff
All staff have a responsibility to protect confidential information.
	Staff will
	Staff must not

	Access information only when it is required for their role.
Keep information secure at all times, and lock computers when unattended.
Store paper records securely and use approved GCC systems for recording information.
Follow Glasgow City Council ICT and data protection policies.
Report any actual or suspected data breach immediately.
Complete mandatory Data Protection and Information Security training on GOLD.
Maintain confidentiality both within and beyond the workplace.
	Share confidential information without authority.
Discuss children or families in public places.
Use personal devices to store confidential information unless authorised — this includes photographs on mobile phones.
Remove confidential records without permission.
Disclose passwords or login details.
Share photographs or information on personal social media.


6  Sharing information
Information is shared only where there is a legal requirement; where it supports a child’s education or wellbeing; where consent has been obtained and is appropriate; where safeguarding responsibilities require it; or where Glasgow City Council or the Scottish Government requires it for statutory purposes.
7  Photography and digital media
Photographs and videos are used to celebrate learning and support school life. The school follows Glasgow City Council guidance, respects parental permissions, stores images securely and uses them appropriately.
	Parents are asked to respect the privacy of other children when taking photographs or videos at school events, and should not share images of other children on social media without permission.


8  Data security
We protect information through secure GCC networks, encrypted systems, password protection, controlled access to records, locked filing systems, secure disposal of confidential information, and regular staff training.
9  Data breaches
Any suspected loss, theft or unauthorised disclosure of personal information is reported immediately in accordance with Glasgow City Council data breach procedures. Appropriate action is taken to minimise risk and to meet statutory reporting requirement
10  Questions or concerns
If you have any questions about how your information is used, please contact the Head Teacher in the first instance. Further information about data protection can also be obtained through Glasgow City Council’s Information Governance Team.
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