Scoil Chrénain, Rath Cuil, Baile Atha Cliath

POLASAI MAIDIR LE COSAINT SONRAI

Raiteas Tosaigh

Baineann Polasai Cosanta Sonrai na scoile leis na sonrai pearsanta ata i seiloh Bhord Bainistiochta
na scoile (BB), ata cosanta ag na hAchtanna um Chosaint Sonrai 1988 agus 2018 agus Rialachan
Ginearalta maidir le Cosaint Sonrai an AE (RGCS).

Baineann an polasai seo le foireann uile na scoile, an Bord Bainistiochta, tuismitheoiri/caomhnairi,
daltai agus daoine eile (lena n-airitear leanai a bheidh ina ndaltai né leanai a d’fhéadfadh a bheith
ina ndaltai agus a dtuismitheoiri/gcaomhnairi agus iarratasairi ar phoist foirne sa scoil), sa mhéid
go mbaineann bearta an pholasai leo. Stéralfar sonrai go slan chun go ndéanfar faisnéis riunda a
chosaint i gcomhlionadh na reachtaiochta abhartha. Leagtar amach an bealach ina gcosnéidh an
scoil sonrai pearsanta agus catagoiri speisialta de shonrai pearsanta.

Ta modh “Priobhdideacht d’aon Ghnd” i bhfeidhm ag Scoil Chrénain i leith Cosanta Sonrai.
Ciallaionn sé sin go ndéanaimid pleandil chdramach agus sonrai pearsanta 8 mbailit againn chun
gur féidir linn na prionsabail chosanta sonrai a direamh mar bhun ghnéithe na n-oibriochtai
sonrai uile roimh ré. Déanfaimid inidchadh ar an sonrai pearsanta inar seilbh chun:

1. A bheith in ann rochtain a thabhairt do dhaoine aonair ar a sonrai

2. coinnedil sldn a chinntiu

3. doiciméadu a dhéanamh ar ar nésanna imeachta cosanta sonrai

4. cuntasacht agus trédhearcacht a fheabhsu

Sa chds go bhfuil aon difriocht idir an leagan Gaeilge agus an leagan Béarla, togfar gurb é an leagan
Gaeilge an leagan cruinn agus gur aistritichdn é an leagan Béarla.

PRIONSABAIL CHOSANTA SONRAI

Is € BB na scoile an rialaitheoir sonrai i leith na sonrai pearsanta a bhaineann le foireann, daltai,
tuismitheoiri/caomhndiri agus daoine eile de phobal na scoile, iad sitid ata ann anois, a bhi ann
cheana agus a bheidh ann sa todhchai. D3 réir sin, ta sé de cheangal ar an BB na prionsabail
chosanta sonrai a leagtar amach sna hAchtanna um Chosaint Sonrai 1988 go 2018 agus RGCS a
chombhlionadh, ar féidir an achoimre seo a leanas orthu a dhéanamh:

Sonrai pearsanta a bhailii agus a phrdéiseail go céir

Bailitear faisnéis i dtaobh daltai le cabhair é thuismitheoiri/caomhndiri agus 6n bhfoireann. Aistritear
faisnéis 6 scoileanna eile freisin. Maidir le faisnéis ata i seilbh na scoile a bhaineann le daoine eile
(baill foirne, daoine a chuireann isteach ar phoist sa scoil, tuismitheoiri/caomhnairi daltai, etc.), is
gnach go gcuireann na daoine féin an fhaisnéis sin ar fail le toili iomlan feasach agus go dtiomsaitear
i i gcursa a bhfostaiochta no a i gclrsa a dteagmhala leis an Scoil. Pléitear leis na sonrai uile seo de
réir na reachtaiochta Cosanta Sonrai agus i dtéarmai an Pholasai seo maidir le Cosaint Sonrai.
Déanfar an fhaisnéis sin a bhailit agus a phréisedil go céir.

Nil cead muinteoiri agus cuntoiri riachtanas speisialta a thaifeadadh le linn cruinnithe i Scoil
Chrénain. Ni moér go muchfar medin shoghluaiste uile mar fhéin phdca, iPad, etc. le linn cruinnithe.

Toiliu

Sa chds go bhfuil toilit mar bhunus do shonrai pearsanta a chur ar fail (e.g. sonrai atd ag teastail le
bheith mar bhall d’fhoireann spaéirt, le gniomhaiocht iarscoile a dhéanamh né chun aon
ghniomhaiocht scoile roghnach a dhéanamh), ni mér go dtabharfar an toilid sin faoi shaoirse agus
gur léiriu sainiuil feasach gan athbhri é ar mhianta an dbhair sonrai. Beidh gniomh soiléir dearfach
ag teastail 6 Scoil Chrénain chun toilit a 1éiriu e.g. bosca a thiceail/doiciméad a shinid. Is féidir le



habhair shonrai an toilit a tharraingt siar sna casanna sin.

Is chun oibleagaidi reachtaiochta agus tasc poibli a chomhlionadh a choimeadann Scoil Chrénain
roinnt

taifead. Sna himthosca sin, nil toilid an abhair sonrai ag teastail.

Sonrai a choinneail ar mhaithe le cuspdir sonraithe sainraite amhdin né nios mé

Ta sé de cheangal ar an BB na cuspairi ata le bailii ag sonrai agus na husaidi a bheartaionn sé a
bhaint as a gcuid sonrai a chur in iul do dhaoine. Coinnitear faisnéis ar bhealach atd dirithe ar leas
an duine i gcénai.

lad a phroéisedil ar bhealai ata ag lui leis na cuspdiri lenar tugadh na sonrai an chéad

uair riamh

Déanfar sonrai a bhaineann le daoine a phréisedil ar bhealach a luionn leis na cuspdiri lenar bailiodh
iad amhain. Ni nochtfar faisnéis ach ar bhonn riachtanais, agus déanfar riall docht ar rochtain ar

an bhfaisnéis. Ni roinnfear sonrai le tria pairtithe ach nuair is cui é sin a dhéanamh.

Sonrai pearsanta a choinneail slan sabhailte

Ni bheidh rochtain ag daoine ar an bhfaisnéis ach nuair atd cuis mhaith leis sin. Ta rochtain ag an
BB, an priomhoide, an leas-phriomhoide, an ruanai, feighli na scoile agus comhairle na dtuismitheoiri
ar shonrai de réir mar is cui da réil. Stérdiltear sonrai pearsanta faoi ghlas i gcas taifead de ldimh
agus faoi chosaint bogearrai riomhaire agus pasfhocail i gcas sonrai leictreonacha. Ta gléasanna
soghluaiste ar a bhfuil sonrai pearsanta stérailte (mar riomhairi glline) cosanta ag

pasfhocal.

Sonrai pearsanta a choinneail cruinn, iomlan agus cothrom le data

Ni mér do dhaltai, tuismitheoiri/caomhnéiri agus/n6 don fhoireann aon athru ar cheart don scoil a
dhéanamh ar a sonrai pearsanta agus/né sonrai pearsanta leochaileacha a chur in itl don scoil le
cinntiu go bhfuil na sonrai cruinn, iomldn agus cothrom le data. Agus é sin curtha in iul don scoil,
déanfaidh an scoil gach athru is ga ar na taifid dbhartha. Ni ceart taifid a athrd né a scriosadh gan
udaru cui a fhail. | gcas athri/ceartd, déanfar néta faoin Gdaru agus faoin athrid/faoi na hathruithe
ata le déanambh ar an taifead/doiciméadu agus déanfar an néta sin a shiniu.

Cinntit go mbeidh siad leordhéthanach agus dbhartha agus nach mbeidh siad

iomarcach

Ni bhaileofar agus ni stéralfar ach an méid faisnéise is ga leis chun seirbhis leordhdthanach a chur
ar fail.

Sonrai a choinnedil ar feadh tréimhse nach faide na an tréimhse ata riachtanach le

haghaidh an chuspdra né na gcuspairi lenar tugadh iad

Mar riail ghinearalta, coinneofar an fhaisnéis fad is atd an duine sa scoil. Ina dhiaidh sin,
comhlionfaidh an scoil treoirlinte na Roinne Oideachais agus Scileanna maidir le sonrai pearsanta a
bhaineann le dalta a stérail. | gcds ball foirne, comhlionfaidh an scoil treoirlinte na Roinne
Oideachais agus Scileanna agus riachtanais na gCoimisinéiri loncaim maidir le taifid a bhaineann le
fostaithe a choinnedil. Féadfaidh an scoil sonrai a bhaineann le duine a choinneail ar feadh tréimhse
nios faide chun na foralacha cui faoin reachtaiocht fostaiochta a chomhlionadh agus/né éileamh
faoi dhli na gconarthai agus/né faoin dli sibhialta a chosaint. Coinnitear sonrai i gcomhadchaibinéid
i seomrai ranga, i seomrai tacaiochta foghlama, in oifig an phriomhoide agus oifig an rdnai agus in
dha limistéar stdrala ainmnithe. Féach aguisin 1 ina bhfuil na Tréimhsi Coinneala Sonrai le haghaidh
Scoileanna. T4 an scoil freagrach as sonrai a scriosadh ar dhul in éag na tréimhse coinnedla.



9. Cdip da s(h)onrai pearsanta a chur ar fail do dhuine arna iarraidh sin
Ta sé de cheart ag daoine rochtain a bheith acu ar na sonrai pearsanta a bhaineann leo ata a
gcoinneail agus fios a bheith acu cé atd 4 gcoinneail agus cén cuspdir lena bhfuil siad a gcoinneail.
Ta an scoil, is é sin an Priomhoide, freagrach as na sonrai sin a chur ar fail ma iarrtar sin.

scolpP

Baineann an reachtaiocht Chosanta Sonrai le Sonrai Pearsanta a choinneadil agus a phroiseail. Is é
aidhm an pholasai seo na cabhru leis an scoil a hoibleagaidi reachtaiochta a chomhlionadh, na
hoibleagdidi sin a mhiniu d’fhoireann na scoile, agus an bealach ina bpléifear leis na sonrai sin a
chur in idl don fhoireann, do dhaltai agus da dtuismitheoiri/caomhnairi.

Baineann an polasai le foireann uile na scoile, an Bord Bainistiochta, tuismitheoiri/caomhnéiri, daltai
agus daoine eile (lena n-diritear leanai a bheidh ina ndaltai né leanai a d’fhéadfadh a bheith ina
ndaltai agus a dtuismitheoiri/gcaomhndiri agus iarratasdiri ar phoist foirne sa scoil), a mhéid a
l[dimhsealfar né a phrdisedlfar a sonrai pearsanta agus iad ag plé leis an scoil.

Sainmhinia ar théarmai cosanta sonrai
Chun go dtuigeann an fhoireann oibleagaidi na scoile i gceart, ta roinnt téarmai tabhachtacha ann
ar cheart doibh iad a thuiscint:
Ciallaionn Sonrai Pearsanta Data aon fhaisnéis a bhaineann le duine nadurtha sainaitheanta né
inaitheanta i.e. duine beo a shainaithnitear nd is féidir a shainaithint 6 na sonrai né 6 na sonrai in
éineacht le faisnéis eile ata i seilbh an Rialaitheora Sonrai (BB) nd is décha a thiocfaidh i seilbh an
Rialaitheora Sonrai.
Is é an Rialaitheoir Sonrai Bord Bainistiochta na scoile
Abhar Sonrai — duine aonair is 4bhar do shonrai pearsanta
Proisedil Sonrai — aon oibriocht né aon sraith oibriochtai a dhéanambh i leith na sonrai, lena nairitear:
e Sonrai a fhail, a thaifeadadh né a choinneail
e Sonrai a bhailiu, a eagru, a stérdil, a athrd né a oiridnu
e Sonrai a aisghabhail, a cheadu né a Usaid
e Sonrai a nochtadh tri tharchur, scaipeadh né tri chur ar fail ar bhealach eile
e Sonrai a ailinid, a chomhcheangal, a bhlocdil, a léirscriosadh né a dhiothu

Préisedlai Sonrai — duine a phrdisealann faisnéis phearsanta ar son an phrdisealai sonrai, ach ni
diritear ann sin fostai an phrdisealai sonrai a phréisealann na sonrai sin i gcursa a
f(h)ostaiochta, mar shampla, fostai eagraiochta a gcuireann an prdisealai sonrai obair amach chuici.
Faoin reachtaiocht Chosanta Sonrai ta freagrachtai ar eintitis den chinedl sin i dtaobh na prdiseala
sonrai a dhéanann siad. Baineann Scoil Chrénain Usaid as an bprdisealai sonrai Aladdin.
Tagraionn Catagdiri speisialta sonrai pearsanta do Shonrai Pearsanta a bhaineann leis na nithe seo
a leanas:

¢ tionscnamh cinioch né eitneach

e tuairimi polaitidla né creidimh reiligiinacha né fealstinacha

¢ sldinte fisicitil n6 mheabhrach

¢ cleachtadh gnéis né claonadh gnéasach

e sonrai géiniteacha agus bith mhéadracha

e ciontuithe coiridla n6 déanamh liomhnaithe ciona

¢ ballraiocht i gceardchumann



Sdru i nddil le sonrai pearsanta — saru ar shlandail as a dtiocfaidh scriosadh, cailleadh, athrud, né
nochtadh neamhudaraithe sonrai pearsanta a rinneadh a tharchur, a stérail né a phraéiseail ar
bhealach eile, né rochtain neamhudaraithe ar na sonrai sin, biodh sé sin de thaisme né
neamhdhleathach. Ciallaionn sé sin aon chur as d’fhaisnéis phearsanta né aon chaillidint sonrai
pearsanta, is cuma conas a tharlaionn sé nd cén ait a dtarlaionn sé.

REASUNAIOCHT

| dteannta a hoibleagdidi faoi chiram leathan na reachtaiochta oideachais, ta oibleagaid dhlithidil
ar an scoil na hAchtanna um Chosaint Sonrai 1988 go 2018 agus an RGCS a chomhlionadh.

Ta minid sa pholasai seo ar cén cinedl sonrai a bhailitear, cén fath a mbailitear iad, ca fhad a
storalfar iad (féach an tréimhse choinneala sonrai in aguisin 1) agus cé leis a roinnfear iad. Ta an
scoil dairire faoina freagrachtai faoin dli cosanta sonrai agus is mian |éi cleachtais shldna a churi
bhfeidhm chun sonrai pearsanta an duine aonair a chosaint. Aithnitear leis go n-éascaionn
taifeadadh cruinn agus stérdil slan faisnéise fiorasai le measunu a dhéanamh ar an bhfaisnéis sin,
chun go mbeidh an Priomhoide agus an Bord Bainistiochta in ann cinnti a dhéanamh leis an scoil a
rith go héifeachtach. Ta ldimhseail éifeachtach sonrai rithabhachtach freisin do chomhsheasmhacht
agus leanunachas a chinntil i gcas ina mbeidh athru ar phearsanra na scoile né ar phearsanra an
Bhoird Bainistiochta.

OIBLEAGAIDI DLI EILE

Cuirtear oibleagaidi dli agus freagrachtai eile na scoile san direamh i gcur i bhfeidhm an pholasai
seo. Baineann roinnt acu sin go direach le cosaint sonrai. Mar shampla:

Faoi Alt 9(g) den Acht Oideachais, 1998, ni mor rochtain a thabhairt do thuismitheoiri daltai

ng, i gcas dalta a bhfuil 18 mbliana d'aois sldnaithe aige né aici, don dalta, ar thaifid a choimeddann
an scoil i ndail le dul chun cinn oideachais an dalta sin.

Faoi Alt 20 den Acht Oideachais (Leas), 2000, ni moér don scoil clar de na daltai go léir ata ag
freastal ar an scoil a choinnedil.

Faoi Alt 20(5) den Acht Oideachais (Leas), 2000, ceanglaitear ar an bPriomhoide fégra a

thabhairt do Phriomhoide scoile eile a bhfuil an paiste ag aistrit chuici faoi fhaisnéis airithe i leith
fhreastal an phaiste ar scoil agus i leith cursai eile a bhaineann le dul chun cinn oideachais an
phaiste. Seolann Scoil Chrénain céip sa phost de Phas Oideachais an phdiste, a sholathraionn an
Chombhairle Naisiinta Curaclaim agus Measunachta, chuig Priomhoide na hiar-bhunscoile ina bhfuil
an dalta claraithe.

| gcas go bhfuil tuarascalacha ar dhaltai a rinneadh gairmithe, seachas foireann Scoil Chrénain, i
gcomhaid daltai, ni chuirtear na tuarascalacha sin chuig an iar-bhunscoil ach amhdin tar éis cead
sainrdite i scribhinn a iarraidh ar thuismitheoiri na ndaltai sin agus an cead sin a fhail.

Faoi Alt 21 den Acht Oideachais (Leas), 2000, ni mor don scoil freastal nd6 neamh fhreastal na
ndaltai atd claraithe sa scoil a thaifeadadh gach 13 scoile.

Faoi Alt 28 den Acht Oideachais (Leas), 2000, féadfaidh an Scoil Sonrai Pearsanta ata ina seilbh

a chur ar fail do chomhlachtai dirithe forordaithe (an Roinn Oideachais agus Scileanna, Tusla, an
Chombhairle Naisiinta um Oideachas Speisialta agus scoileanna eile). Ni mér don BB a bheith
deimhin de go n-usaidfear na sonrai chun ‘criche iomchui’ (lena n-diritear stair oideachais nd oilitina



a thaifeadadh né monatdireacht a dhéanamh ar a d(h)ul chun cinn oideachais né oiliina; né chun
taighde a dhéanamh ar scraduithe, rannphairtiocht san oideachas agus éifeachtacht ghinearalta
oideachais no oilitina).

Faoi Alt 14 den Acht um Oideachas do Dhaoine a bhfuil Riachtanais Speisialta Oideachais

acu, 2004, ta sé de cheangal ar an scoil cibé faisnéis a d’fhéadfadh an Chomhairle Naisiinta um
Oideachas a iarraidh le réasin 6 am go ham a chur ar fil don Chomhairle (agus a fostaithe, lena
n-direofai, de réir réasuin, Eagraithe Riachtanas Oideachas Speisialta).

Faoin Acht um Shaoraéil Faisnéise, 1997, ta ceart coinniollach rochtana ar fhaisnéis nach ‘sonrai
pearsanta’ i ata i seilbh comhlachtai poibli, mar ata i gceist leis an reachtaiocht chosanta sonrai. Cé
nach bhfuil formhér na scoileanna faoi réir na reachtaiochta um shaorail faisnéise (seachas
scoileanna faoi stitir Bhord Oideachais agus QOiliina), ma t4 faisnéis tugtha ag scoil do chomhlacht
a chludaitear faoin Acht um Shaordil Faisnéise (mar an Roinn Oideachais agus Scileanna, etc.),
féadfaidh an comhlacht na taifid sin a nochtadh ma iarrtar sin air.

Faoi Alt 26(4) den Acht Sldinte, 1947 cuirfidh an Scoil faoi deara go gcuirfear gach saoraid
réasunach ar fail d’ddaras sldinte a thugann fégra di go ndéanfar scrudu leighis, e.g. scradu
fiacldireachta.

Faoin Acht um Thus Aite do Leanai, 2015, t4 freagracht ar dhaoine sainorduithe dbhair imni i
dtaca le leas paisti a thuairiscid do TUSLA — An Ghniomhaireacht um Leanai agus an Teaghlach (né
i gcas éigeandala agus mura bhfuil TUSLA ar fail, don Gharda Siochana)

GAOL LE SPIORAD NA SCOILE:

Féachann Scoil Chrénain le:

e cabhru le daltai barr a gcumais a bhaint amach

¢ timpeallacht foghlama shlan shabhailte a chur ar fail

* meas a chothu ar an éagsulacht luachanna, creideamh, traidisiun, teangacha agus modhanna
maireachtala ata sa tsochai

Is mian leis an scoil na haidhmeanna/misin seo a bhaint amach agus cearta daoine aonair chun
priobhaideachta agus a gcearta faoin reachtaiocht Chosanta Sonrai @ urramu go hiomlan againn.

SONRAI PEARSANTA

Féadfaidh na taifid seo a leanas a bheith san direamh ar na taifid Sonrai Pearsanta ata i seilbh na
scoile:
Taifid foirne:
a) Catagoiri sonrafi foirne:
Chomh maith leis na baill foirne atd ann (agus baill foirne a bhi ann), féadfar go mbainfidh
na taifid sin le hiarrataséiri ar phoist sa scoil, muinteoiri faoi oilitint agus muinteoiri faoi
phromhaidh. Féadfaidh na nithe seo a leanas a bheith san direamh ar na taifid sin:
e Ainm, seoladh agus sonrai teagmhala, uimhir PSP
e Ainm agus sonrai teagmhala neasghaoil i gcds éigeandala
¢ Taifid bhunaidh ar iarratas agus ceapadh i leith ardu céime
e Sonrai maidir le neamhlaithreachta ceadaithe (sosanna gairme, saoire do thuismitheoiri,
* saoire staidéir, etc.)
e Sonrai maidir le taifid oibre (cdiliochtai, ranganna a muineadh, dbhair, etc.)
e Sonrai maidir le haon timpisti/gortuithe a tharla ar thalamh na scoile n6 a bhain le baill
¢ foirne agus iad i mbun a ndualgas scoile



e Sonrai maidir le haon tuairisci i leith baill foirne a thug an scoil (né a fostaithe) do ranna
e Stait agus/né do ghniomhaireachtai eile faoin Acht um Thus Aite do Leanai, 2015
e Sonrai leighis na foirne
b) Cuspairi:
Coinnitear taifid foirne leis na cuspdiri seo a leanas:
* gnd na scoile a bhainistil agus a riar (anois agus amach anseo)
¢ joc na foirne a éascu agus chun sochair/teidliochtai eile a riomh (lena n-airitear seirbhis
e inadirithe chun iocaiochtai pinsin, teidliochtai agus/né iocaiochtai iomarcaiochta a riomh
* nuairis abhartha)
e éascl le hiocaiochtai pinsin a dhéanamh amach anseo
e acmhainni daonna a bhainistiu
e arduithe céime (doiciméadu a bhaineann le harduithe céime ar cuireadh isteach orthu)
e agus athruithe ar fhreagrachtai, etc. a thaifeadadh
e chun go mbeidh an scoil in ann a hoibleagdidi mar fhostéir a chomhlionadh, lena nairitear
timpeallacht oibre agus teagaisc ata sabhailte agus éifeachtach a chothu (lena
e n-diritear a hoibleagdidi faoin Acht um Shabhdilteacht, Sldinte agus Leas ag an Obair,
e 2005, a chomhlionadh)
e chun go mbeidh an scoil in ann na ceanglais ata leagtha sios ag an Roinn Oideachais
e agus Scileanna, na Coimisinéiri loncaim, an Chomhairle Ndisitinta um Oideachas
e Speisialta, TUSLA, an FSS agus aon ranna rialtais, stait agus/nd aon ranna rialdla
* agus/no aon ghniomhaireachtai a chomhlionadh
e agus chun an reachtaiocht a bhaineann leis an scoil a chomhlionadh

c) Nosanna imeachta Scoil Chréndin maidir le Slanddil agus Suiomh:

a. Coinnitear taifid de lIdimh i gcomhadchaibinéad glasailte in oifig riarachain ghlasdilte
nach bhfuil rochtain uirthi ach ag pearsanra a bhfuil an t-Gdaras acu na sonrai a Usaid.
Ni mér d’fhostaithe na sonrai a bhfuil rochtain acu orthu a choinneail faoi run.

b. Stérdiltear taifid dhigiteacha ar riomhaire faoi chosaint pasfhocail air in oifig ghlasailte.

Taifid daltai:

a) Catagodiri sonrai daltai:

Féadfaidh na catagdiri seo a leanas a direamh orthu:

e Faisnéis a fhéadfar a iarraidh agus a thaifeadadh nuair a chlaraitear dalta agus a

fhéadfar i a chomhardu agus a thiomsu fad is atd an dalta sa scoil. Féadfaidh an

fhaisnéis seo a leanas a bheith san direamh ar na taifid sin:

e ainm, seoladh, sonrai teagmhala, uimhir PSP

o data breithe agus ionad breithe

® ainmneacha agus seoltai tuismitheoiri/caomhndéiri agus a sonrai teagmhala (lena

n-airitear aon socruithe speisialta i leith caomhnoéireachta, coimeadta ndé rochtana)

creideambh reiligiunach

bunus cinioch né eitneach

an duine den Lucht Siuil é/i, mas abhartha

an sealbhoir carta leighis é/i (n6 a t(h)uismitheoiri)

an é Béarla teanga dhdchais an dalta agus/nd an bhfuil tacaiocht Bhéarla ag

teastdil uaidh/uaithi

e aon choinniollacha speisialta dbhartha (e.g. riachtanais oideachais speisialta,
fadhbanna slainte, etc.)

e FEolas ar thaifead acaduil an dalta sular thosaigh sé/si sa scoil (lena n-airitear tuairisci,



teistiméireachtai agus taifid eile 6 scoileanna ar fhreastail an dalta orthu roimhe)

e MeasuUnachtai siceolaiochta, siciatrachta agus/né leighis

¢ Taifid freastail

e Déantar grianghraif agus iomhanna taifeadta de na daltai (lena n-airitear imeachtai
scoile n6 6cdidi nuair a tugadh aird ar a raibh bainte amach ag dalta) a bhainistiu de
réir an pholasai an scoile i leith grianghrafadéireachta a ghabhann leis seo

e Taifead acaduil — abhair a ndearnadh staidéar orthu, tascanna ranga, torthai

e scruduithe mar a thaifeadtar i dtuairisci oifigiula scoile

e Taifid ar rudai suntasacha a bhain an dalta amach

e Taifid ar shaincheisteanna/fiosrichain araionachta agus/né ar phiondis

e Taifid eile, e.g. taifid ar aon ghortuithe/timpisti tromchuiseacha, etc.

e Taifid ar aon tuairisci i leith an dalta a thug an scoil (n6 a fostaithe) do ranna Stait
agus/né gniomhaireachtai eile faoin Acht um Thus Aite do Leanai, 2015. Coinneofar na
taifid seo i gcaibinéad dédhionach. Is samplai de na doiciméid sin Tuarascalacha
Maoirseachta maidir le Cosaint Leanai agus na Doiciméid Chaschomhaid.

b) Cuspdiri: Ar na cuspdiri lena gcoinnitear taifid dalta td:

e chun go mbeidh gach dalta in ann barr a c(h)umais a bhaint amach

e ceanglais reachtaiochta né riarachdin a chomhlionadh

e cinntid gur féidir le daltai inchdilithe leas a bhaint as teagasc breise né tacaiocht

e airgeadais abhartha

e tacu le teagasc reiligiinach a sholathar

e chun gur féidir teagmhail le tuismitheoiri/caomhnairi i gcas éigeandala né i gcas

e dhunadh na scoile, né chun dul chun cinn oideachais a bpaiste a chur in iul do

e thuismitheoiri né chun eolas ar imeachtai scoile, etc. a thabhairt do thuismitheoiri

e chun freastal ar riachtanais oideachais, séisialta, fisiciula agus mothudchdnacha an dalta
e glactar le grianghraif agus iomhanna taifeadta chun ceilidradh a dhéanamh ar a bhfuil
e bainte amach ag an scoil, e.g. leabhair bhliantula a thiomsu, suiomh idirlin scoile a

e thdgdil, imeachtai scoile a thaifeadadh, agus chun stair na scoile a thaifeadadh.

e Coinnitear taifid den chineal sin agus baintear Usaid astu de réir an ‘Fogra

¢ Priobhaideachais do Thusmitheoiri/Caomhnairi’.

e cinntil go gcomhlionann an dalta critéir iontrala na scoile

e cinntil go gcomhlionann daltai an riachtanas aoise iosta chun freastal ar bhunscoil

e doiciméid/faisnéis mar gheall ar dhalta a chur ar fail don Roinn Oideachais agus

e Scileanna, an Chomhairle Naisiunta um Oideachas Speisialta, Tusla, scoileanna eile,

e etc. i gcomhlionadh an dli agus treoracha ranna rialtais.

e doiciméid/faisnéis/teistiméireachtai a chur ar fail d’instititidi oideachais dara leibhéal
e nuair aiarrann an dalta sin (n6 a t(h)uismitheoiri/c(h)aomhndiri i gcas dalta nach

¢ Dbhfuil 18 mbliana d'aois slanaithe aige nd aici)

c¢) (Nésanna imeachta Suimh agus Sldnddla mar atd thuas):

Taifid Boird Bainistiochta:

a) Catagoiri sonrai Boird Bainistiochta:

Ainm, seoladh agus sonrai teagmhala gach comhalta den Bhord Bainistiochta (lena nairitear
iarchomhaltai an Bhoird Bainistiochta)

Taifid maidir le ceapachdin chun an Bhoird

Miontuairisci ar chruinnithe an Bhoird Bainistiochta agus comhfhreagras chuig an



mBord a bhféadfaidh tagairti do dhaoine aonair a bheith ann

b) Cuspairi:

Chun gur féidir leis an mBord Bainistiochta feidhmiu de réir an Achta Oideachais, 1998 agus
de réir na reachtaiochta dbhartha eile agus taifead a choinnedil ar cheapachdin agus cinnti an
Bhoird.

¢) (Nésanna imeachta Suimh agus Slanddla mar ata thuas):

Taifid eile: Creidiunaithe

a) Catagdairi Sonrai Boird Bainistiochta:

Féadfaidh an scoil an fhaisnéis thios né cuid de a choinnedil mar gheall chreiditnaithe (ar
daoine féinfhostaithe iad roinnt acu):

e ainm

e seoladh

e sonrai teagmhdla
e uimhir PSP

e sonrai canach

e sonrai bainc agus

e an méid aiocadh
b) Cuspdiri: Is é an cuspadir lena gcoinnitear taifid ar chreiditnaithe na:
Ta an fhaisnéis seo ag teastadil chun gnathbhainistiu a dhéanamh agus cursai airgeadais
na scoile a riar lena n-diritear sonraisc a ioc, cuntais airgeadais bhliantula a thiomsu agus
le haghaidh iniuchtai agus fiosrdchain na gCoimisinéiri loncaim.
¢) (Nésanna imeachta Suimh agus Slanddla mar ata thuas):

Taifid Eile: Foirmeacha aisghabhdla canach i leith carthanachta

a) Catagoiri Sonrai Boird Bainistiochta:

Féadfaidh an scoil na sonrai seo a leanas i leith deontéiri a thug deontais charthanachta don
scoil a choinneail:

e ainm

e seoladh

e uimhir theileaféin
e uimhir PSP

* rata canach

e sinit agus

¢ ollmhéid an deontais
b) Cuspdiri: Is iad na cuspdiri lena gcoinnitear taifid chreiditnaithe na:
Ta scoileanna i dteideal leas a bhaint as an scéim faoisimh canach i leith deontas airgid a
fhaigheann si. Chun an faciseamh a éileamh, ni mér don deontéir deimhniua (CHY2) a
chomhlanu agus a sheoladh chuig an scoil chun go mbeidh si in ann an chain ollardaithe a
bhaineann leis an deontas a éileamh. Is é an fhaisnéis atd le cur ag an tuismitheoir ar an
deimhniu na ainm, seoladh, uimhir PSP, rdta canach, uimhir féin, sinid agus olimhéid an
deontais. Coinnionn an scoil an fhaisnéis seo i gcds go ndéanfaidh na Coimisinéiri loncaim
iniuchadh.

¢) (Nésanna imeachta Suimh agus Slanddla mar atad thuas):



[OMHANNA/TAIFEADTAI CCTV

Ta CCTV in Scoil Chréndin. Ta ceamarai mdérthimpeall theorainn na scoile ag féachaint amach én scoil.
Féadfaidh na cérais CCTV iomhdnna a thaifeadadh den fhoireann, de dhaltai agus de dhaoine den
phobal athéann isteach ar thailte na scoile. Ta an stdisiun féachana i bpriomhoifig riarachain na
scoile.Monatdireacht 4 dhéanamh ar an CCTV ma tharlaionn eachtra.

Cuspdiri: Sdbhailteacht agus slandail foirne, daltai agus cuairteoiri agus maoin agus trealamh na
scoile a chosaint.

Slénddil:

Ta rochtain ar iomhanna/thaifeadtai teoranta don Cathaoirleach, do Phriomhoide agus
LeasPhriomhoide na scoile agus don fhear oibre de ghnath. Coinnitear taifeadtai ar feadh 28 13, ach i
gcas go bhfuil siad ag teastdil chun eachtra a fhiosru. Féadfar breathnu ar iomhanna/taifeadtai né
iad a chur ar fail don Gharda Siochana de bhun na reachtaiochta Cosanta Sonrai. Ta fégra faoin
tréimhse choinnedla 28 |13 ar taispedint sa scoil.

CEAD GRIANGRAIF/FiS

Lorgitear cead 6 thuisti nuair ata siad ag claru a bpaiste sa scoil leis an tuiscint go nglacfar
grianghriaf da bpdiste ag dcaidi / gniomhaiochtai scoile agus go n-usaidfi é ar chanalacha
cumarsaide dhigiteach na scoile. Is féidir aistarraingt a dhéanamh ar an gcead sin ag am ar
bith tri scribhinn chuig an Priomhoide/Bord Bainistiochta na scoile.

TORTHAI SCRUDUITHE

Ar na sonrai a choinneoidh an scoil, beidh torthai scraduithe daltai lena n-airitear torthai lar téarma,
torthai bliantula, torthai measunachta leanunai agus torthai na dTastalacha Caighdeanaithe.
Cuspairi:

Is é an priomhchuspdir ata le torthai a choinneail nd monatdireacht a dhéanamh ar dhul chun cinn
an dalta agus bunus slan a bheith ann chun comhairle a chur air/uirthi agus ar a dtuismitheoir né

ar a gcaomhnoir faoina leibhéal gndthachtala oideachais agus faoi mholtai don todhchai. Féadfaidh
sonrai a chomhbhailit chomh maith chun criocha staitistici/tuairiscithe, mar thablai torthai a
thiomsu. Féadfar na sonrai a aistrit chuig an Roinn Oideachais agus Scileanna, an Chomhairle
Naisiunta Curaclaim agus MeasUnachta agus scoileanna eile a n-aistrionn daltai chucu.

Ndsanna imeachta Suimh agus Sldnddla
Mar ata thuas

NAISC LE POLASAITHE EILE AGUS LE SOLATHAIR CURACLAIM
Ni mér go mbeidh ar bpolasaithe i gcomhréir a chéile laistigh de chreat phlean foriomlan na scoile.
Scrudéfar polasaithe abhartha scoile atd ann cheana féin né ata a bhforbairt né 4 n-athbhreithnid i
dtaca leis an bPolasai maidir le Cosaint Sonrai agus pléitear le haon impleachtai ata ann ddibh.
| measc na bpolasaithe a fhéadfar a mheas ta:

¢ Ndsanna Imeachta Cosanta Sonrai

¢ Polasai Frithbhulaiochta

e (CAd lompair na Scoile

¢ Polasai maidir le Rollu

e Polasai maidir le hUsaid Inglachtha

e Polasai maidir le hOideachas Speisialta



e Polasai maidir le Teagmhais Chriticitla

PROISEAIL DE REIR CHEARTA ABHAIR SONRAI
Déanfar sonrai a phrdisedil sa scoil seo de réir chearta an dbhair sonrai. Ta sé de cheart ag abhair
shonrai:

¢ Fios a bheith acu ar cé na sonrai pearsanta a bhaineann leo ata i seilbh na scoile

e Rochtain ar aon sonrai ata i seilbh rialaitheora sonrai a iarraidh

e Chosc a chur ar phroiseail a gcuid sonrai chun margaiochta diri

¢ larraidh go leaséfar sonrai michruinne

¢ larraidh go scriosfar sonrai nuair nach ga a thuilleadh leo né nuair ata siad neamhdbhartha

Préisedlaithe sonrai

| gcas go gcuireann an scoil préiseail sonrai amach ar conradh chuig proisealai sonrai lasmuigh den
scoil, is ga de réir an dli go mbeidh conradh i scribhinn ann (comhaontu seirbhise trid pairti i
scribhinn). Sainitear na coinniollacha faoina bhféadfar na sonrai a phréiseail, na coinniollacha
sldnddla a ghabhann le préisedil na sonrai agus na sonrai is ga a scriosadh né a chur ar ais ar an
gconradh a chriochnd né a fhoirceannadh i gcomhaontu triu pairti Scoil Chrénain.

Sdruithe i nddil le sonrai pearsanta

Ni mér gach teagmhas ina gcuirtear sonrai pearsanta i mbaol a thuairisciu d’Oifig an Choimisiuin
um Chosaint Sonrai laistigh de 72 uair ma bhaineann riosca do dhaoine leis.

Nuair is décha go mbaineann riosca ard do chearta agus saoirsi daoine nadurtha leis an sara i ndail
le sonrai pearsanta, ni mér don BB an saru i nddil le sonrai pearsanta a chur in idl don dbhar sonrai
gan mhoill mhichui. Ni dhéanfar teagmhail le daoine aonair ach i gcas go gcreideann an BB go bhfuil
riosca ard ag baint leis an sart don duine/na daoine i gceist. Ma thugann an prdisealai sonrai saru

i ndail le sonrai pearsanta faoi deara, ni mér dé né di é seo a thabhairt ar aird an rialaitheora sonraf
(BB) gan mhoill mhichui.

Ag plé le hiarratas ar rochtain ar shonrai

T4 daoine aonair i dteideal céip da sonrai pearsanta a fhail ar iarratas i scribhinn a dhéanamh nach
mor é a fhreagairt laistigh de mhi. Féadfar go mbeidh sineadh ama ag teastail, e.g. le linn tréimhsi
saoire.

Ni féidir taille a ghearradh ach i gcuinsi eisceachtula nuair a dhéantar iarratai aris agus aris eile né
nuair ata siad gan bhunus né iomarcach.

Ni féidir sonrai pearsanta a bhaineann le duine eile a chur ar fail seachas iad siud a bhaineann leis
an abhar sonrai.

FAISNEIS A CHUR AR FAIL AR AN BHFON

Ba cheart d’fhostai a phléann le fiosrdchain ar an bhfén a bheith ciramach faoi aon fhaisnéis
phearsanta ata i seilbh na scoile a nochtadh ar an bhfdn. Ba cheart, go hairithe, don fhostai:
¢ larraidh ar an nglaoiteoir a (h)iarratas a chur i scribhinn

¢ An t-iarraidh a chur ar aghaidh don Phriomhoide i gcdsanna deacra

* Gan bru a mhothu faisnéis phearsanta a nochtadh

SOCRUITHE MAIDIR LE CUR | BHFEIDHM, ROIL AGUS FREAGRACHTAI

Is é an BB an rialaitheoir sonrai agus is é an Priomhoide a chuireann an Polasai maidir le Cosanta
Sonrai i bhfeidhm, ag cinntiu go bhfuil tuiscint ag an bhfoireann a pheann le Sonrai Pearsanta nd a
bhfuil rochtain acu orthu ar a bhfreagrachtai cosanta sonrai.



Ta freagracht orthu seo a leanas as an bPolasai maidir le Cosanta Sonrai:
An Bord Bainistiochta: Rialaitheoir Sonrai
Priomhoide: An Polasai a chur i bhFeidhm

DAINGNIU & CUMARSAID

Daingnithe ag an mBord Bainistiochta i Mi 20__ gus sinithe ag an gCathaoirleach.
Rinne an runai taifead ar an daingniu i miontuairisci an chruinnithe.

MONATOIREACHT AR CHUR | BHFEIDHM AN PHOLASAI

Déanfaidh an Priomhoide, an fhoireann agus an Bord Bainistiochta monatdireacht ar chur i bhfeidhm
an pholasai.

ATHBHREITHNITU AGUS MEASTOIREACHT A DHEANAMH AR AN BPOLASAI
Déanfar athbhreithnit agus meastdéireacht ar an bpolasai tar éis 2 bhliain. Agus athbhreithniu agus
meastoéireacht 4 ndéanamh, tabharfar aird ar eolas agus treoirlinte athraithe (e.g. én gCoimisitn
um Chosaint Sonrai, an Roinn Oideachais agus Scileanna né Tusla), reachtaiocht agus aiseolas 6
thuismitheoiri/caomhndiri, daltai, foireann na scoile agus daoine eile. Leasdfar an polasai de réir
mar is ga de réir an athbhreithnithe agus na meastdireachta sin laistigh agus an chreat pleandla
scoile.

Sinithe:

Le haghaidh agus thar cheann an Bhoird Bainistiochta
Data: Daingnithe ...,

Aguisin 1
Scoil Chrénain
Tréimhsi Cosanta Sonrai do Scoileanna

Bainteach le pdiste Tréimhsi Coinnedla

Clar na Scoile/Leabhair Rolla Tréimhse éiginnte

Foirmeacha Rollaithe Le coinneadil go dti go sldanaionn an dalta is
dige sa rang 25 bliain d’aois.

Nétai aslaithreachta Ni scriosfar go deo iad

Torthai tastalacha — Caighdednaithe Le coinneadil go dti go sldnaionn an dalta is

Measunachtai siceolaiochta, etc. dige sa rang 25 bliain d’aois.

Combhaid Riachtanas Oideachais Speisialta/ Ni scriosfar go deo iad

Pleananna Oideachais don Dalta Aonair Ni scriosfar go deo iad

Tuairisci ar Thimpisti Ni scriosfar go deo iad

Tuarascalacha/Taifid Cosanta Leanai Ni scriosfar go deo iad

Achomhairc Alt 29 Ni scriosfar go deo iad

Taifid Agallamh

Bord agallaimh 18 mi 6 dhinadh an chomdrtais moide 6 mhi

Scéim mharcéla i gcas go mbeidh ar an mBinse

Notai an Bhoird Bainistiochta (i dtaobh Comhionannais fogra a thabhairt don scoil

iarratasoiri nar éirigh leo) go bhfuil éileamh 4 dhéanamh

Taifid Foirne

Conradh fostaiochta Fad na fostaiochta + 7 mbliana

Claru leis an gComhairle Muinteoireachta

Taifid ghrinnfhiosrichain (6 bliana chun éileamh a dhéanamh i




Tuairisci ar thimpiste/gortu ag an obair gcoinne na scoile méide bliain amhain chun
imeachtai a sheirbheail ar an scoil)

Taifid BB

Clair agus miontuairisci BB Tréimhse éiginnte

Taifeadtai CCTV 28 la de ghnath. | gcas imscrudaithe chairiuil
—chomh fada agus is ga

Pérolla & Cain Ceanglaionn na Coimisinéiri loncaim go
gcoinnitear faisnéis ar feadh 6 mhi tar éis
dheireadh na bliana canach

Sonraisc/admhdlacha 7 mbliana 6 dheireadh na tréimhse
cuntasaiochta

Cuntais iniuchta Tréimhse éiginnte

Cén fath go molann an Coimisiun um Chosaint Sonrai, i gcuinsi dirithe, go gcoinnitear

taifid go dti go bhfuil 25 bliain d’aois slanaithe ag an iardhalta?

Is é an réastnaiocht na go dtagann an dalta i lan-aois nuair a slanaionn sé/si 18 bliana d’aois
agus ba chdir go mbeadh tréimhse teorann de 6 bliana ann ar lena linn is féidir éileamh a
dhéanamh i gcoinne na scoile, mdide bliain amhdin chun imeachtai a sheirbhedil ar an scoil. Ta
teorainn ar an gceart caingne faoi Reacht na dTréimhsi sa chaoi is go bhfuil cosc ama ar aon
chaingean a dhéanamh tar éis tréimhse fhorordaithe.

DATA PROTECTION POLICY (2020)

INTRODUCTORY STATEMENT

The school’s Data Protection Policy applies to the personal data held by the school’s Board of
Management (BoM), which is protected by the Data Protection Acts 1988 to 2018 and the EU




General Data Protection Regulation (GDPR).
The policy applies to all school staff, the Board of Management, parents/guardians, students and
others (including prospective or potential students and their parents/guardians and applicants for
staff positions within the school) insofar as the measures under the policy relate to them. Data will
be stored securely, so that confidential information is protected in compliance with relevant
legislation. This policy sets out the manner in which personal data and special categories of personal
data will be protected by the school.
Scoil Chrénain operates a ‘Privacy by Design’ method in relation to Data Protection. This means we
plan carefully when gathering personal data so that we build in the data protection principles as
integral elements of all data operations in advance. We audit the personal data we hold in order to

e be able to provide access to individuals to their data

e ensureitis held securely

¢ document our data protection procedures

¢ enhance accountability and transparency

DATA PROTECTION PRINCIPLES

The school BoM is a data controller of personal data relating to its past, present and future staff,
students, parents/guardians and other members of the school community. As such, the BoM is
obliged to comply with the principles of data protection set out in the Data Protection Acts 1988 to
2018 and GDPR, which can be summarised as follows:

Obtain and process Personal Data fairly

Information on students is gathered with the help of parents/guardians and staff. Information is
also transferred from their previous schools. In relation to information the school holds on other
individuals (members of staff, individuals applying for positions within the School,
parents/guardians of students, etc.), the information is generally furnished by the individuals
themselves with full and informed consent and compiled during the course of their employment or
contact with the School. All such data is treated in accordance with the Data Protection legislation
and the terms of this Data Protection Policy. The information will be obtained and processed fairly.
Recording of teachers and SNAs during meetings in Scoil Chrénadin is prohibited. All mobile media
such

as mobile phones, iPads etc. must be switched off during meetings.

Consent

Where consent is the basis for provision of personal data, (e.g. data required to join sports team/
after-school activity or any other optional school activity) the consent must be a freely-given,
specific, informed and an unambiguous indication of the data subject’s wishes. Scoil Chréndin will
require a clear, affirmative action e.g. ticking of a box/signing a document to indicate consent.
Consent can be withdrawn by data subjects in these situations.

Some records held by Scoil Chrénain are for the purpose of complying with its statutory obligations
and public task. In those circumstances, the consent of the data subject is not required.

Keep it only for one or more specified and explicit lawful purposes

The BoM is obliged to inform individuals of the reasons it collects their data and the uses to which
their data will be put. All information is kept with the best interest of the individual in mind at all
times.

Process it only in ways compatible with the purposes for which it was given initially
Data relating to individuals will only be processed in a manner consistent with the purposes for



which it was gathered. Information will only be disclosed on a ‘need to know’ basis, and access to
it will be strictly controlled. Data will only be shared with 3rd parties as appropriate.

Keep Personal Data safe and secure

Only those with a genuine reason for doing so may gain access to the information. The BOM,
principal, deputy principal, assistant principal, secretary, care taker and the parent’s council have
access to data as appropriate to their roles. Where appropriate Personal Data is securely stored
under lock and key in the case of manual records and protected with computer software and
password protection in the case of electronically stored data. Portable devices storing personal data
(such as laptops) are encrypted and password-protected.

Keep Personal Data accurate, complete and up-to-date

Students, parents/guardians, and/or staff should inform the school of any change which the school
should make to their personal data and/or sensitive personal data to ensure that the individual’s
data is accurate, complete and up-to-date. Once informed, the school will make all necessary
changes to the relevant records. Records must not be altered or destroyed without proper
authorisation. If alteration/correction is required, then a note of the fact of such authorisation and
the alteration(s) to be made to any original record/documentation will be dated and signed by the
person making that change.

Ensure that it is adequate, relevant and not excessive
Only the necessary amount of information required to provide an adequate service will be gathered
and stored.

Retain it no longer than is necessary for the specified purpose or purposes for which

it was given

As a general rule, the information will be kept for the duration of the individual’s time in the school.
Thereafter, the school will comply with DES guidelines on the storage of Personal Data relating to

a student. In the case of members of staff, the school will comply with both DES guidelines and

the requirements of the Revenue Commissioners with regard to the retention of records relating to
employees. The school may also retain the data relating to an individual for a longer length of time
for the purposes of complying with relevant provisions of law and or/defending a claim under
employment legislation and/or contract and/or civil law. The data is retained in filing cabinets in
classroomes, in learning support rooms in both the Principal’s and the secretary’s offices and in two
specifically, designated storage areas. See appendix 1 for Data Retention Periods for Schools. It is
the school’s responsibility to destroy the data on expiry of the retention period.

Provide a copy of their personal data to any individual on request

Individuals have a right to have access to a copy of personal data held about them, and to know

by whom and the purpose for which it is held. It is the School’s responsibility, namely the Principal’s,
to provide this data if requested.

SCOPE

The Data Protection legislation applies to the keeping and processing of Personal Data. The purpose
of this policy is to assist the school to meet its statutory obligations, to explain those obligations to
School staff, and to inform staff, students and their parents/guardians how their data will be
treated.

The policy applies to all school staff, the Board of Management, parents/guardians, students and



others (including prospective or potential students and their parents/guardians, and applicants for
staff positions within the school) insofar as the school handles or processes their Personal Data in
the course of their dealings with the school.

Definition of Data Protection Terms

In order to properly understand the school’s obligations, there are some key terms, which should

be understood by all relevant school staff:

Personal Data means any data relating to an identified or identifiable natural person, i.e. a living
individual who is or can be identified either from the data or from the data in conjunction with other
information that is in, or is likely to come into, the possession of the Data Controller (BoM)

Data Controller is the Board of Management of the school

Data Subject - is an individual who is the subject of personal data
Data Processing - performing any operation or set of operations on data, including:

¢ Obtaining, recording or keeping the data,

e Collecting, organising, storing, altering or adapting the data

e Retrieving, consulting or using the data

¢ Disclosing the data by transmitting, disseminating or otherwise making it available

e Aligning, combining, blocking, erasing or destroying the data
Data Processor - a person who processes personal information on behalf of a data controller, but
does not include an employee of a data controller who processes such data in the course of
their employment, for example, this might mean an employee of an organisation to which the data
controller out-sources work. The Data Protection legislation places responsibilities on such entities
in relation to their processing of the data. Scoil Chrénain uses the Data Processor Aladdin.
Special categories of Personal Data refer to Personal Data regarding a person’s

¢ racial or ethnic origin

e political opinions or religious or philosophical beliefs

e physical or mental health

¢ sexual life and sexual orientation

e genetic and biometric data

e criminal convictions or the alleged commission of an offence

e trade union membership

Personal Data Breach — a breach of security leading to the accidental or unlawful destruction, loss,
alteration, unauthorised disclosure of, or access to personal data transmitted, stored or otherwise
processed. This means any compromise or loss of personal data, no matter how or where it occurs

RATIONALE

In addition to its legal obligations under the broad remit of educational legislation, the school has
a legal responsibility to comply with the Data Protection Acts 1988 to 2018 and the GDPR.

This policy explains what sort of data is collected, why it is collected, for how long it will be stored
(see appendix 1 data retention period) and with whom it will be shared. The school takes its
responsibilities under data protection law very seriously and wishes to put in place safe practices
to safeguard individual’s personal data. It is also recognised that recording factual information
accurately and storing it safely facilitates an evaluation of the information, enabling the Principal
and Board of Management to make decisions in respect of the efficient running of the School. The
efficient handling of data is also essential to ensure that there is consistency and continuity where



there are changes of personnel within the school and Board of Management.

OTHER LEGAL OBLIGATIONS

Implementation of this policy takes into account the school’s other legal obligations and
responsibilities. Some of these are directly relevant to data protection. For example:

Under Section 9(g) of the Education Act, 1998, the parents of a student, or a student who has
reached the age of 18 years, must be given access to records kept by the school relating to the
progress of the student in their education.

Under Section 20 of the Education (Welfare) Act, 2000, the school must maintain a register

of all students attending the School.

Under Section 20(5) of the Education (Welfare) Act, 2000, a Principal is obliged to notify

certain information relating to the child’s attendance in school and other matters relating to the
child’s educational progress to the Principal of another school to which a student is transferring.
Scoil Chrénain sends, by post, a copy of a child’s Education Passport, as provided by the National
Council for Curriculum and Assessment, to the Principal of the Post-Primary School in which the
pupil has been enrolled.

Where reports on pupils which have been completed by professionals, apart from Scoil Chrénain
staff, are included in current pupil files, such reports are only passed to the Post-Primary school
following express written permission having been sought and received from the parents of the said
pupils.

Under Section 21 of the Education (Welfare) Act, 2000, the school must record the attendance

or non-attendance of students registered at the school on each school day.

Under Section 28 of the Education (Welfare) Act, 2000, the School may supply Personal Data

kept by it to certain prescribed bodies (the Department of Education and Skills, Tusla, the National
Council for Special Education and other schools). The BoM must be satisfied that it will be used for
a ‘relevant purpose’ (which includes recording a person’s educational or training history or
monitoring their educational or training progress; or for carrying out research into examinations,
participation in education and the general effectiveness of education or training).

Under Section 14 of the Education for Persons with Special Educational Needs Act, 2004,

the school is required to furnish to the National Council for Special Education (and its employees,
which would include Special Educational Needs Organisers) such information as the Council may
from time to time reasonably request.

The Freedom of Information Act 1997 provides a qualified right to access to information held

by public bodies which does not necessarily have to be ‘personal data’, as with data protection
legislation. While most schools are not currently subject to freedom of information legislation, (with
the exception of schools under the direction of Education and Training Boards), if a school has
furnished information to a body covered by the Freedom of Information Act (such as the
Department of Education and Skills, etc.) these records could be disclosed by that body if a request
is made to that body.

Under Section 26(4) of the Health Act, 1947 a School shall cause all reasonable facilities

(including facilities for obtaining names and addresses of pupils attending the school) to be given

to a health authority who has served a notice on it of medical inspection, e.g. a dental inspection.

Under Children First Act 2015, mandated persons in schools have responsibilities to report child
welfare concerns to TUSLA- Child and Family Agency (or in the event of an emergency and the



unavailability of TUSLA, to An Garda Siochana).

RELATIONSHIP TO ETHOS OF THE SCHOOL.:

Scoil Chrénain seeks to:

¢ enable students to develop their full potential

e provide a safe and secure environment for learning

e promote respect for the diversity of values, beliefs, traditions, languages and ways of life in
society

The school wishes to achieve these aims/missions while fully respecting individuals’ rights to privacy
and rights under the Data Protection legislation.

PERSONAL DATA

The Personal Data records held by the school may include:
Staff records:

a) Categories of staff data:
As well as existing members of staff (and former members of staff), these records may also
relate to applicants applying for positions within the school, trainee teachers and teachers
under probation. These staff records may include:
¢ Name, address and contact details, PPS number.
¢ Name and contact details of next-of-kin in case of emergency.
e Original records of application and appointment to promotion posts
¢ Details of approved absences (career breaks, parental leave, study leave, etc.)
e Details of work record (qualifications, classes taught, subjects, etc.)
¢ Details of any accidents/injuries sustained on school property or in connection with the staff
¢ member carrying out their school duties
e Records of any reports the school (or its employees) have made in respect of the staff
¢ member to State departments and/or other agencies under Children First Act 2015
¢ Medical data for staff

b) Purposes:

Staff records are kept for the purposes of:
¢ the management and administration of school business (now and in the future)
e to facilitate the payment of staff, and calculate other benefits/entitlements (including
¢ reckonable service for the purpose of calculation of pension payments, entitlements
e and/or redundancy payments where relevant)
e to facilitate pension payments in the future
¢ human resources management
¢ recording promotions made (documentation relating to promotions applied for) and
e changes in responsibilities, etc.
¢ to enable the school to comply with its obligations as an employer, including the
e preservation of a safe, efficient working and teaching environment (including complying
e with its responsibilities under the Safety, Health and Welfare at Work Act 2005)
e to enable the school to comply with requirements set down by the Department of
e Education and Skills, the Revenue Commissioners, the National Council for Special



e Education, TUSLA, the HSE, and any other governmental, statutory and/or regulatory
e departments and/or agencies
¢ and for compliance with legislation relevant to the school.

¢) Location and Security procedures of Scoil Chrondin:

e Manual records are kept in a secure, locked filing cabinet in a locked administration
office only accessible to personnel who are authorised to use the data. Employees are
required to maintain the confidentiality of any data to which they have access.

e Digital records are stored on password-protected computer with adequate encryption
and firewall software in a locked office.

2. Student records:

a) Categories of student data:
These may include:

¢ Information which may be sought and recorded at enrolment and may be collated and
compiled during the course of the student’s time in the school. These records may include:
o name, address and contact details, PPS number
o date and place of birth
o names and addresses of parents/guardians and their contact details (including any
special arrangements with regard to guardianship, custody or access)
religious belief
racial or ethnic origin
membership of the Traveller community, where relevant
whether they (or their parents) are medical card holders
whether English is the student’s first language and/or whether the student requires

O O O O O

English language support
o any relevant special conditions (e.g. special educational needs, health issues etc.)
which may apply
¢ Information on previous academic record (including reports, references, assessments
and other records from any previous school(s) attended by the student
¢ Psychological, psychiatric and/or medical assessments
e Attendance records
e Photographs and recorded images of students (including at school events and noting
achievements) are managed in line with the accompanying policy on school photography.
e Academic record — subjects studied, class assignments, examination results as recorded on official
School reports
e Records of significant achievements
e Records of disciplinary issues/investigations and/or sanctions imposed
e Other records e.g. record of any serious injuries/accidents etc.
e Records of any reports the school (or its employees) have made in respect of the
student to State Departments and/or other agencies under Children First Act 2015.
These records will be stored in a fire proof cabinet. Examples of these documents are
the Child Protection Oversight Reports and the Case File Documents.

b) Purposes: The purposes for keeping student records include:

e to enable each student to develop to his/her full potential
e to comply with legislative or administrative requirements



to ensure that eligible students can benefit from the relevant additional teaching or
financial supports

to support the provision of religious instruction

to enable parents/guardians to be contacted in the case of emergency or in the case
of school closure, or to inform parents of their child’s educational progress or to inform
parents of school events, etc.

to meet the educational, social, physical and emotional requirements of the student
photographs and recorded images of students are taken to celebrate school
achievements, e.g. compile yearbooks, establish a school website, record school
events, and to keep a record of the history of the school. Such records are taken and
used in accordance with the school’s ‘Privacy Notice to Parents/Guardians’

to ensure that the student meets the school’s admission criteria

to ensure that students meet the minimum age requirement for attendance at Primary
School.

to furnish documentation/information about the student to the Department of
Education and Skills, the National Council for Special Education, TUSLA, and other
schools, etc. in compliance with law and directions issued by government departments
to furnish, when requested by the student (or their parents/guardians in the case of a
student under 18 years) documentation/information/references to second-level
educational institutions.

¢) (Location and Security procedures as above):

3. Board of Management records:

a) Categories of Board of Management data:

Name, address and contact details of each member of the Board of Management
(including former members of the Board of Management)

Records in relation to appointments to the Board

Minutes of Board of Management meetings and correspondence to the Board which
may include references to individuals.

b) Purposes:

To enable the Board of Management to operate in accordance with the Education Act 1998
and other applicable legislation and to maintain a record of Board appointments and decisions.
c¢) (Location and Security procedures as above):

4. Other Records: Creditors
a) Categories of Board of Management data:
The school may hold some or all of the following information about creditors (some of whom
are self-employed individuals):

name
address

contact details
PPS number

tax details

bank details and
amount paid



b) Purposes: The purposes for keeping creditor records are:

This information is required for routine management and administration of the school’s
financial affairs, including the payment of invoices, the compiling of annual financial
accounts and complying with audits and investigations by the Revenue Commissioners.

c) (Location and Security procedures as above):
Other Records: Charity Tax-back Forms
a) Categories of Board of Management data:
The school may hold the following data in relation to donors who have made charitable
donations to the school:

* name

e address

e telephone number

e PPS number

e taxrate

e signature and

e the gross amount of the donation.
b) Purposes: The purposes for keeping creditor records are:
Schools are entitled to avail of the scheme of tax relief for donations of money they receive.
To claim the relief, the donor must complete a certificate (CHY2) and forward it to the school
to allow it to claim the grossed-up amount of tax associated with the donation. The information
requested on the appropriate certificate is the parents’ name, address, PPS number, tax rate,
telephone number, signature and the gross amount of the donation. This is retained by the
School in the event of audit by the Revenue Commissioners.
¢) (Location and Security procedures as above):

CCTV IMAGES/RECORDINGS:

CCTV is installed in Scoil Chréndin. There are cameras in placed around the perimeter of the
school. These CCTV systems may record images of staff, students and members of the public

who visit the premises. The viewing station is in the main school administration office.

CCTV monitored after school hours and weekends to mitigate against trespassers.

Purposes:

Safety and security of staff, students and visitors and to safeguard school property and equipment.
Security:

Access to images/recordings is generally restricted to the Chairperson, Principal, Deputy Principal
of the school and the school caretaker. Recordings are retained for 28 days, except if required for
the investigation of an incident. Images/recordings may be viewed or made available to An Garda
Siochana pursuant to Data Protection Acts legislation. A notification of this 28-day retention period
is displayed in the school.

IMAGES/VIDEOS CONSENT

On enrolment, written consent from parents for pupils to appear in photographs taken at school
events with the possibility they may appear on the school’s digital communication channels is sought.
This consent may be withdrawn at any time by notifying the Principal/Board of Management in
writing



EXAMINATION RESULTS

The school will hold data comprising examination results in respect of its students. These include
class, mid-term, annual and continuous assessment results and the results of Standardised Tests.

Purposes:

The main purpose for which these examination results are held is to monitor a student’s progress
and to provide a sound basis for advising them and their parents or guardian about educational
attainment levels and recommendations for the future. The data may also be aggregated for
statistical/reporting purposes, such as to compile results tables. The data may be transferred to
the Department of Education and Skills, the National Council for Curriculum and Assessment and
other schools to which pupils move.

Location and Security procedures: As above

LINKS TO OTHER POLICIES AND TO CURRICULUM DELIVERY
Our school policies need to be consistent with one another, within the framework of the overall
School Plan. Relevant school policies already in place or being developed or reviewed, shall be
examined with reference to the Data Protection Policy and any implications which it has for them
shall be addressed.
The following policies may be among those considered:

e  Child Protection Procedures

¢ Anti-Bullying Policy

e Code of Behaviour

¢ Enrolment Policy

e ICT Acceptable Usage Policy

e Assessment Policy

e Special Educational Policy

e  Critical Incident Policy

PROCESSING IN LINE WITH A DATA SUBJECT’S RIGHTS
Data in this school will be processed in line with the data subject's rights. Data subjects have a
right to:

¢ Know what personal data the school is keeping on them

* Request access to any data held about them by a data controller

e Prevent the processing of their data for direct-marketing purposes
e Ask to have inaccurate data amended

¢ Ask to have data erased once it is no longer necessary or irrelevant.

Data Processors

Where the school outsources to a data processor off-site, it is required by law to have a written
contract in place (Written Third party service agreement). Scoil Chrénain’s third party agreement
specifies the conditions under which the data may be processed, the security conditions attaching
to the processing of the data and that the data must be deleted or returned upon completion or
termination of the contract.

Personal Data Breaches

All incidents in which personal data has been put at risk must be reported to the Office of the Data
Protection Commission within 72 hours if the breach presents a risk to individuals.



When the personal data breach is likely to result in a high risk to the rights and freedoms of natural
persons, the BoM must communicate the personal data breach to the data subject without undue
delay. Individuals will only be contacted if the BOM believes the breach is of high risk to the
person/people in question. If a data processor becomes aware of a personal data breach, it must
bring this to the attention of the data controller (BoM) without undue delay.

Dealing with a data access request

Individuals are entitled to a copy of their personal data on written request, which must be
responded to within one month. An extension may be required e.g. over holiday periods.

No fee may be charged except in exceptional circumstances where the requests are repetitive or
manifestly unfounded or excessive

No personal data can be supplied relating to another individual apart from the data subject

PROVIDING INFORMATION OVER THE PHONE
An employee dealing with telephone enquiries should be careful about disclosing any personal
information held by the school over the phone. In particular, the employee should:

e Ask that the caller put their request in writing

e Refer the request to the Principal for assistance in difficult situations

* Not feel forced into disclosing personal information

IMPLEMENTATION ARRANGEMENTS, ROLES AND RESPONSIBILITIES

The BoM is the data controller and the Principal implements the Data Protection Policy, ensuring
that staff who handle or have access to Personal Data are familiar with their data protection
responsibilities

The following have responsibility for the Data Protection Policy:

Board of Management: Data Controller

Principal: Implementation of Policy

RATIFICATION & COMMUNICATION
Ratified at the Board of Management in 202_ and signed by Chairperson. Secretary recorded
the ratification in the Minutes of the meeting.

MONITORING THE IMPLEMENTATION OF THE POLICY
The implementation of the policy shall be monitored by the Principal, staff and the Board of
Management

REVIEWING AND EVALUATING THE POLICY

The policy will be reviewed and evaluated after 2 years. On-going review and evaluation will take
cognisance of changing information or guidelines (e.g. from the Data Protection Commission,
Department of Education and Skills or TUSLA), legislation and feedback from parents/guardians,
students, school staff and others. The policy will be revised as necessary in the light of such review
and evaluation and within the framework of school planning

Signed:

For and behalf of Board of Management
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Date: Ratified ..o



