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Aims & Objectives: 

The aim of this policy is to provide a set of guidelines to enable all those involved in 
Child First Trust to understand: 

• The law regarding personal data 
• How personal data should be processed, stored, archived and deleted/destroyed 
• How staff, associates, parents and pupils can access personal data 

From 25 May 2018, organisations that handle personal data were required to meet 
new legal requirements, as the General Data Protection Regulation came into 
effect across the EU (replacing the 1995 EU Data Protection Directive). 

On the same day, the UK’s Data Protection Bill was passed into law, as the Data 
Protection Act 2018, effectively implementing the GDPR into UK law. 

GDPR and the Data Protection Act 2018, expand the privacy rights granted to data 
subjects and place greater obligations on organisations such as ourselves who 
handle the personal data of those individuals (data controllers and processors). 

Child First ensured full compliance with the new GDPR prior to its implementation 
and remains committed to best practice in data protection. 

Child First Trust will strive to ensure the protection of all information assets within its 
care. High standards of confidentiality, integrity and availability of information are 
maintained at all times. Further information in relation to Child First’s approach to 
Information Security can be found in our Information Security Policy. 

Policy Statement 
 

In summary Child First Trust will: 

• Ensure Accountability 

o Ensure that, amongst the Board of Trustees, at least one key Trustee 
takes responsibility for Data Protection. 

• Ensure Sufficient Training 

o Ensure relevant people within the organisation are suitably trained in 
how to handle personal information and that they know where to turn to 
for further advice. 

o Maintain a Data Protection Policy and review this on an annual basis. 

o Ensure GDPR Compliance of those processing data on behalf of Child 
First Trust.  

• Ensure Fair Processing 
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o Ensure data subjects are fully informed in regards to how their data will 
be used.  

o Ensure that explicit consent has been secured prior to publishing any 
personal information (including images) on its website, social media 
etc. Child First Trust requires written photo permission prior to 
publication. 

• Respond Effectively to Requests for Access 

o Ensure it has a process in place to respond effectively to requests for 
the personal information held. 

• Ensure Accuracy 

o Ensure accurate records are kept and that these are up to date and 
kept only for as long as necessary. 

• Ensure Security of Data 

o Ensure that measures are in place to keep all personal data safe and 
secure. 

o Ensure that data is only shared when permission has been granted to 
do so. CFT will check that it has permission to share data and will 
make sure it is kept secure when shared. 

o Dispose of records and equipment safely, ensuring that personal 
information cannot be retrieved post deletion/disposal.  

• Ensure Compliant Notification 

o Maintain a registration with the Information Commissioners Office 
notifying them accurately of the purposes for its processing of personal 
data. 

 

Data Protection – the law: 

At Child First we work in full compliance with the General Data Protection Regulation 
2018 and Data Protection Act 2018. This came into force on 25th May 2018, building 
upon the foundations of the previous Data Protection Act 1998. GDPR updates 
processes and procedures and aims to simplify compliance by providing a single law 
applicable to businesses in all EU countries, rather than having 28 different laws. 
GDRP will still apply post-Brexit and the Trustee’s of Child First Trust and fully 
committed to working in full compliance with GDPR. 
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We work to ensure that: 

• We are fully transparent in all we do, ensuring that data subjects are in full control 
of the information and permissions they provide.  

• We communicate effectively, using simple, easy-to-understand language. We 
want all involved with Child First to be clear about what we do, how we do it and 
why we work the way we do. 

• Our data subjects have full control over their data. 
• Our data subjects can be confident in our ability to work safely and with full 

regards to the law. 
 

The trust and confidence of all involved with Child First Trust is a key priority 
for us all. 

OUR RESPONSIBILITIES: 

• We will only collect and retain relevant and essential data.  
• We will store information safely and securely, protecting it from loss, misuse, 

unauthorised access and disclosure. 
• We will ensure that appropriate technical measures are in place to protect 

personal data. 
• We will destroy your information securely. 
• We will work hard to keep your personal data up to date 
• We will comply fully with our obligations under the GDPR 

DATA SUBJECT RIGHTS: 

We recognise that our data subjects have the following rights under the GDPR, 
which this Policy and our use of personal data have been designed to uphold: 

• The right to be informed about our collection and use of their personal data;
  

• The right of access to any personal data held about them. Access to personal 
information is only open to those authorised to see it – confidentiality is 
always respected. 

• The right to rectification if any personal data is inaccurate or incomplete  

• The right to be forgotten – i.e. the right to ask Child First to delete any 
personal data held.  

• The right to restrict (i.e. prevent) the processing of all or specific elements of 
personal data;  

• The right to data portability (enabling data subjects to obtain a copy of their 
personal data to re-use with another service or organisation if required); 

• The right to object to Child First using their personal data for particular 
purposes; and  

• Rights with respect to automated decision making and profiling.  
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• The right to question and correct inaccurate information, but this must be 
matters of fact, not opinions.                                                                                                        

• The right for their data to be kept securely and protected by passwords if it is 
electronic. 

• The right for their data to be only for so long as is necessary. Personal data 
should not be kept longer than is required.  

• Where access to their data is requested by a third party (information about 
someone other than the requesting individual) it should in general only be 
provided with their permission. 

Processing, storing, archiving and deleting personal data: guidance 
 

• Personal data and records about students and families are confidential. The 
information can be shared appropriately within the professional setting of Child 
First Trust and its member schools to enable us to maximise the positive impact 
of interventions on behalf of the child and/or family. Consent to share data in this 
way is explicitly requested upon entry to service access. 
 

• In the case of speech therapy work commissioned by Child First Trust, the notes 
made by the therapist are treated as medical records. Any freelance therapist 
engaged by CFT will maintain statutory registration with the ICO as Data 
Controller for speech therapy notes and records. The ICO advises that freelance 
therapists have ownership of the notes, particularly as they retain liability in the 
future for any query raised in regard to care. The notes are treated as highly 
confidential.  All Child First Schools supported by a CF Speech Therapist receive 
written reports that remain in the child’s file for future reference. 
 

• Records are only held for the time during which they are being used. When an 
intervention or programme is part of a wider, funded programme, Child First Trust 
will store records in accordance with the contractual guidelines and no longer. 
 

• When data/records are no longer required they are, when appropriate, returned 
to the official data owner if this is someone other than Child First. E.g. when Child 
First Family Support Workers close their work with a particular family they will 
officially return case notes to the Headteacher of the referring school. Child First 
Trust requires a signed Handover Form to confirm the safe receipt of 
documents/data.  
 

• Data on staff/associates is sensitive information and confidential to the individual, 
and is shared, where appropriate, at the discretion of the Trustees and with the 
knowledge, and wherever possible with the agreement of the staff 
member/Associate concerned. 
 

• Interview records, CV’s and application forms for unsuccessful applicants are 
kept for no longer than 6 months.  
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• All formal complaints made to the board of Trustees (s) will be kept for at least 
seven years in confidential files, with any documents on the outcome of such 
complaints. Individuals concerned in such complaints may have access to such 
files subject to data protection and to legal professional privilege in the event of a 
court case. 

 

Accessing personal data: guidance 
 

• A child can request access to his/her own data. The request is not charged and 
does not have to be in writing. Trustees will judge whether the request is in the 
child’s best interests, and whether or not the child will understand the information 
provided. They may also wish to consider whether the request has been made 
under coercion. 
 

• A parent/guardian can request access to or a copy of their child’s records and 
other information held about their child and their family. The request must be 
made in writing. There is no charge for such requests on behalf of the child, but 
there may be a charge for photocopying records – this is detailed in guidance 
available from the Information Commissioner. Trustees should check, if a request 
for information is made by a parent, that no other legal obstruction (for example, 
a court order limiting an individual's exercise of parental responsibility) is in force. 

 
• Parents/guardians should note that all rights under the Data Protection Act to do 

with information about their child rest with the child as soon as they are old 
enough to understand these rights. This will vary from one child to another, but, 
as a broad guide, it is reckoned that most children will have a sufficient 
understanding by the age of 12. Parents are encouraged to discuss and explain 
any request for information with their child if they are aged 12 or over.  
 

• Separately from the Data Protection Act, The Education (Pupil 
Information)(England) Regulations 2005 provide a pupil’s parent (regardless of 
the age of the pupil) with the right to view, or to have a copy of, their child’s 
educational record at the school. We offer the same right at Child First, 
recognising that records may relate more to emotional health and wellbeing than 
attainment. Parents who wish to exercise this right must apply to Child First in 
writing. 
 

• For educational records (unlike other personal data; see below) access will be 
provided within 15 term time days, and if copies are requested, these will be 
supplied within 15 term time days of payment. 
 

• The law requires that all requests for personal information are dealt with within 40 
days of receipt except requests for educational records (see above). Data held by 
CFT may include education records and or data relating to educational 
interventions. All requests will be acknowledged in writing on receipt, and access 
to records will be arranged as soon as possible. If awaiting third party consents, 
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Child First Trust will arrange access to those documents already available, and 
notify the individual that other documents may be made available later. 

 
• In all cases, should third party information (information about another individual) 

be included in the information Trustees will try to obtain permission to show this 
information to the applicant, with the exception of information provided by another 
member of, for example, school staff (or local authority staff) which is exempt 
from a requirement for third party consents. If third party permission is not 
obtained the person with overall responsibility should consider whether the 
information can still be released.  

 
• Personal data should always be of direct relevance to the person requesting the 

information. A document discussing more general concerns may not be defined 
as personal data.  

 
• From 1st January 2005, when the Freedom of Information Act came into force, a 

request for personal information can include unstructured as well as structured 
records – for example, letters, emails etc. not kept within an individual’s personal 
files, or filed by their name, but still directly relevant to them. If these would form 
part of a wider record it is advisable to file these within structured records as a 
matter of course and to avoid excessive administrative work. These can be 
requested if sufficient information is provided to identify them. 

 
• Anyone who requests to see their personal data has the right to question the 

accuracy of matters of fact within the data, and to ask to have inaccurate 
information deleted or changed. They may also question opinions, and their 
comments will be recorded, but opinions do not need to be deleted or changed as 
a part of this process. 

 
• Child First Trust will document all requests for personal information with details of 

who dealt with the request, what information was provided and when, and any 
outcomes (letter requesting changes etc.) This will enable staff to deal with a 
complaint if one is made in relation to the request. 

 

Fair processing of personal data: data which may be shared 
 

Pupils, as data subjects, have certain rights under the Data Protection Act, including 
a general right of access to personal data held on them, with parents exercising this 
right on their behalf if they are too young to do so themselves. If parents want to 
request access to the personal data held about their child, they should contact Child 
First Trust in writing: 

Child First Trust, Academy House, 39 Hazel Close, Thorrington, Essex. CO78HJ 
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Information Held 
 

As a general guide Child First Trust may hold the following information: 

• Personal data such as date of birth, address, parent contact details. 
• Family details. 
• School attainment levels and/or reports. 
• Attainment and attendance data. 
  

Reviewing: 
This guide and policy will be reviewed, and updated if necessary on an annual basis.  

 

ENDS 
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