The GDPR preparation pack

A pack of material to help explore ideas about how schools can
prepare for the General Data Protection Regulation

Table of Contents
Introduction ............................................................................................................. 2
Data Risk Register .................................................................................................. 3
Data Audit ............................................................................................................... 4
Privacy Notices ....................................................................................................... 5
Privacy Impact Assessment .................................................................................... 6
Subject Access Record ........................................................................................... 7
Data Breach Record ............................................................................................... 8
Data Protection Policy ............................................................................................ 9

.

© eLIM 2017

1

contact@somersetelim.org

Introduction
The General Data Protection Regulation (GDPR) will come into effect on the 25th May
2018 and will cover all the countries in the EU and will be adopted by the UK. It is
heavily based on the Data Protection Act 1998 but will lead to schools will having to
refine their approach to Data Protection.
At its heart it changes the importance of Data Protection and emphasises the schools’
accountability. Making Data Protection important means that the schools should
employ ‘Privacy by Design’ – thinking about how the school uses data in everything it
does. There is also an emphasis on accountability which will inevitably mean the
school will have to increase the amount of documentation it uses to record procedures
and issues.
This pack contains ideas for documents to support schools. They are all in Word
format and should be changed to suit the school. There may be cases where there
are better ways of recording incidents and these should always be used.
In all cases the link used is only available to schools who have subscribed to the eLIM
Ed Tech service.
We also release these material to any school attending a Data Protection training day.
If other schools wish to access the documents, then they should contact
contact@somersetelim.org to discuss how they could be provided.
On its own this documentation does not give the full picture of the changes needed for
GDPR. Schools are encouraged to attend Data Protection training which will be
published on the Support Services for Education website
http://www.supportservicesforeducation.co.uk/
or email the contact below to arrange custom training for your setting which can be at
no extra cost if you are a subscribing school.
Quote - ‘Thought I would never find Data Protection interesting ... but I did!’

eLIM can support schools with work around Data Protection
Please do not hesitate to contact us if you need further advice or support.
contact@somersetelim.org
www.somersetelim.org
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Data Risk Register
This GDPR encourages
you to develop ‘Privacy by
Design’.
To this end you should
start thinking about where
the dangers are.
To enable a school to
complete a risk analysis it
might be easier to think
about people rather than
technology.
Try to think about where
there are dangers of the
release of personal data.
This document is best
completed by two or more
people working together.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/eLIM%20GDPR%20People%20Risk%20Doc.docx
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Data Audit

A key element in Data Protection is knowing what data you hold.
This document is essential to any school.
You may need more than one person to complete the document and it should be kept
as a dynamic document.
It is essential that you record whether you have a legal, statutory or other reason to
hold the data.
You should also not forget the teachers who may have signed up to services which
need personal data such as iPad Apps.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/elim%20-%20Data%20Asset%20Audit%20-%20GDPR.docx
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Privacy Notices
Within the GDPR there
are new rules about
what you tell people
about the data you hold.
This will be in the form
of a privacy notice. The
document should be
written in a way that
makes it suitable for the
audience.
As 13 year olds will
have new rights the
document should be
written
for
that
audience.
You can use the
attached document as
the basis for your
privacy notices.
As
with
all
your
documents you should
make sure that it
matches what you’re
the practice is in your
school.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/elim%20-%20GDPR%20Privacy%20Notice.docx
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Privacy Impact Assessment
Although only really
needed where there
is a high risk if the
data gets lost we
recommend that the
school
assesses
uses of personal data
using a document
which is called a
Privacy
Impact
Assessment.
Ideally it would be
used for all new uses
of personal data. It
should be completed
by the person who
wants to use that
service and signed
off by the Data
Protection Lead.
This will then be used
to inform the Data
Audit.
You might like to
retrospectively
complete this form
retrospectively
for
high risks uses of
personal data.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/eLIM%20PIA.docx
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Subject Access Record
There
are
several
questions you have to
ask in completing a
Subject Access Request.
This document poses the
question and records the
decisions
you
have
made.
There are many ways of
completing this process
within a school and you
should use the one best
suited to your setting.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/elim%20-%20SAR%20record.docx
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Data Breach Record
All Data Breaches
need to be recorded.
This
document
outlines the type of
things
that
you
should think about
when dealing with a
breach.
There are many
ways of doing this
and schools should
use a system that is
suitable for their
setting.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/elim%20-%20Data%20Breach%20Record.docx
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Data Protection Policy
.
The school must have a
Data Protection Policy.
If you have a policy that
current then there is no
need to change it, just
add a note that you
recognise that GDPR
may
change
some
practice.
If your school is due to
review its policy in the
near future, then you
should consider rewriting
it to include the changes
that need to take place
for the introduction of the
GDPR.
This document is very
much a model and
should be changed by
the school to reflect the
practices
within
the
school.

https://slp.somerset.org.uk/sites/edtech/Subscriber%20Only/Data%20
Protection/elim%20%20Model%20Data%20Protection%20Policy%20GDPR.docx
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