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1. Introduction 

Kimichi School is committed to protecting personal data and ensuring that all information is 
collected, used, stored and shared lawfully, fairly and transparently. 

This policy explains how Kimichi School collects and uses personal information about pupils, 
parents/carers, staff, website users and other members of the school community. 

Kimichi School is the data controller for the purposes of UK data protection law. This means that 
the school decides how and why personal information is processed. 

This policy reflects the requirements of the UK General Data Protection Regulation, the Data 
Protection Act 2018, and current Department for Education privacy notice guidance for schools. 
Privacy information must be clear, transparent and explain how personal data is used. (Information 
Commissioner's Office) 

 

2. Contact Details 

For questions about this policy or how personal data is used, please contact: 

Sally Alexander​
Kimichi School​
Email: s.alexander@kimichischool.co.uk 

Individuals also have the right to raise concerns with the Information Commissioner’s Office: 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/individual-rights/right-to-be-informed/?utm_source=chatgpt.com
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/individual-rights/right-to-be-informed/?utm_source=chatgpt.com


Information Commissioner’s Office​
Wycliffe House​
Water Lane​
Wilmslow​
Cheshire​
SK9 5AF 

Website: https://ico.org.uk/concerns/​
Telephone: 0303 123 1113 

 

PART A: WEBSITE PRIVACY POLICY 

This section may be used directly on the school website. 

Website Privacy Policy 

Who we are 

This website is operated by Kimichi School. 

Our main website address is: www.kimichischool.co.uk 

Where the website is being developed or tested, temporary development addresses may also be 
used, including: 

http://kimichischool.devmacserver5.co.uk 

Kimichi School is the data controller for personal data collected through this website. 

What personal data we collect through the website 

We may collect personal data when visitors: 

●​ complete contact forms; 
●​ submit enquiry forms; 
●​ apply for admissions information; 
●​ upload files or documents; 
●​ leave comments, where comments are enabled; 
●​ subscribe to newsletters or updates; 
●​ access restricted areas of the website; 
●​ interact with embedded content; 
●​ use the website generally. 

This may include: 

●​ name; 
●​ email address; 
●​ telephone number; 
●​ postal address; 
●​ IP address; 
●​ browser type; 

https://ico.org.uk/concerns/
http://www.kimichischool.co.uk/
http://kimichischool.devmacserver5.co.uk/


●​ device information; 
●​ information submitted through online forms; 
●​ uploaded documents; 
●​ cookie data; 
●​ technical usage information. 

Comments 

Where comments are enabled, we collect the information shown in the comments form, together 
with the visitor’s IP address and browser user agent string to assist with spam detection. 

An anonymised string created from an email address, sometimes called a hash, may be provided to 
the Gravatar service to determine whether the visitor uses that service. The Gravatar privacy policy 
is available from Automattic. After approval of a comment, a profile picture may be visible publicly 
in the context of that comment. 

Media uploads 

If users upload images to the website, they should avoid uploading images containing embedded 
location data, such as EXIF GPS information. Visitors may be able to download and extract location 
data from images published on the website. 

Cookies 

The website may use cookies to support functionality, security, performance and user experience. 

If visitors leave comments, they may opt in to saving their name, email address and website in 
cookies. These cookies are for convenience and may last for one year. 

If users visit a login page, the website may set a temporary cookie to determine whether the 
browser accepts cookies. This cookie contains no personal data and is discarded when the browser 
is closed. 

When users log in, the website may set cookies to save login information and screen display 
choices. Login cookies usually last for two days, and screen option cookies may last for one year. If 
“Remember Me” is selected, login may persist for two weeks. Logging out removes login cookies. 

If a user edits or publishes an article, an additional cookie may be saved in the browser. This cookie 
contains no personal data and simply indicates the post ID of the article edited. It expires after one 
day. 

Embedded content from other websites 

Pages on this website may include embedded content such as videos, images, maps, forms, 
documents or articles. 

Embedded content from other websites behaves in the same way as if the visitor had visited that 
external website directly. These external websites may collect data, use cookies, embed third-party 
tracking and monitor interaction with the embedded content. 

Who we share website data with 

We do not sell personal data. 



We may share website data with: 

●​ website hosting providers; 
●​ IT support providers; 
●​ spam detection services; 
●​ security monitoring services; 
●​ form-processing providers; 
●​ email providers; 
●​ legal or regulatory bodies where required. 

If a password reset is requested, the visitor’s IP address may be included in the reset email. 

How long we retain website data 

If comments are enabled and a visitor leaves a comment, the comment and its metadata may be 
retained indefinitely so that follow-up comments can be recognised and approved automatically. 

For registered users, where applicable, personal information provided in user profiles may be 
stored. Users can usually see, edit or delete their personal information at any time, except for 
usernames. Website administrators can also see and edit this information. 

Website enquiry information is retained only for as long as necessary to respond to the enquiry, 
manage admissions or administration, comply with legal obligations, or protect the school’s 
legitimate interests. 

Where website data is sent 

Visitor comments and form submissions may be checked through automated spam detection or 
security services. 

Website users’ rights 

Website users have rights under data protection law, including the right to request access to 
personal data held about them, to request correction of inaccurate data, to request deletion in 
certain circumstances, and to object to or restrict processing where applicable. ICO guidance 
confirms that privacy notices should explain these rights clearly. (Information Commissioner's 
Office) 

Requests should be sent to: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

 

PART B: PRIVACY NOTICE FOR PARENTS AND CARERS 

1. Purpose of this notice 

Under data protection law, individuals have the right to be informed about how the school uses 
personal data. The Information Commissioner’s Office describes this as the “right to be informed”, 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/the-right-to-be-informed/what-privacy-information-should-we-provide/?utm_source=chatgpt.com
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/the-right-to-be-informed/what-privacy-information-should-we-provide/?utm_source=chatgpt.com


requiring organisations to provide clear and concise privacy information. (Information 
Commissioner's Office) 

This privacy notice explains how Kimichi School collects, uses, stores and shares personal data 
about parents, carers and pupils. 

Kimichi School is the data controller. 

 

2. Personal data we collect 

We may collect and use personal data about pupils and families, including: 

●​ names and contact details; 
●​ addresses; 
●​ dates of birth; 
●​ emergency contact details; 
●​ parental responsibility information; 
●​ admissions information; 
●​ attendance records; 
●​ academic and curricular records; 
●​ internal assessment results; 
●​ public examination data; 
●​ behaviour information; 
●​ exclusions or suspensions information; 
●​ safeguarding and child protection information; 
●​ SEND information, including EHCPs and professional reports; 
●​ medical information, including physical and mental health information; 
●​ pastoral support records; 
●​ photographs and video images; 
●​ communication records; 
●​ payment and fee information; 
●​ bursary and financial support information; 
●​ biometric data, where used and where legally permitted; 
●​ records relating to complaints or concerns. 

We may also receive information from: 

●​ previous schools; 
●​ local authorities; 
●​ health professionals; 
●​ examination boards; 
●​ safeguarding partners; 
●​ the Department for Education; 
●​ parents, carers and pupils. 

 

3. Why we use this data 

We use personal data to: 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/individual-rights/right-to-be-informed/?utm_source=chatgpt.com
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/individual-rights/individual-rights/right-to-be-informed/?utm_source=chatgpt.com


●​ provide education; 
●​ support learning; 
●​ monitor progress; 
●​ provide pastoral care; 
●​ safeguard pupils; 
●​ administer admissions; 
●​ manage attendance; 
●​ support pupils with SEND; 
●​ manage medical needs; 
●​ administer examinations; 
●​ communicate with parents and carers; 
●​ manage fees, bursaries and payments; 
●​ meet legal and regulatory duties; 
●​ respond to complaints, concerns or legal claims; 
●​ assess and improve the quality of school provision. 

 

4. Lawful basis for processing 

We process personal data where one or more lawful bases applies, including: 

●​ compliance with a legal obligation; 
●​ performance of a contract; 
●​ performance of a task in the public interest; 
●​ protection of vital interests; 
●​ legitimate interests; 
●​ consent, where required. 

Some pupil data is special category data, such as health, ethnicity, SEND or safeguarding 
information. Where we process special category data, we do so where permitted under UK data 
protection law, including where processing is necessary for safeguarding, education, health, legal 
obligations, or substantial public interest reasons. 

Where consent is used, it may be withdrawn at any time. 

 

5. Collecting information 

Some information must be provided so that the school can fulfil its legal, safeguarding, educational 
and contractual responsibilities. Other information is optional. 

Where information is optional, we will make this clear. 

 

6. How we store data 

Personal data is stored securely in school systems, including electronic and paper records. 



Access is restricted to staff and authorised individuals who need the information to perform their 
role. 

We retain information only for as long as necessary, taking into account legal duties, safeguarding 
requirements, regulatory requirements and good practice. 

Safeguarding records may need to be retained for a significant period in accordance with statutory 
guidance and school safeguarding procedures. 

 

7. Sharing data 

We do not share personal data with third parties unless there is a lawful reason to do so. 

We may share information with: 

●​ local authorities; 
●​ the Department for Education; 
●​ Ofsted; 
●​ safeguarding partners; 
●​ police or social care, where necessary; 
●​ health authorities and NHS vaccination teams; 
●​ examination boards; 
●​ education providers; 
●​ professional advisers; 
●​ insurers; 
●​ IT, software and cloud service providers; 
●​ payroll or finance providers; 
●​ legal representatives; 
●​ courts or tribunals where required. 

We may share information without consent where necessary for safeguarding, legal compliance, 
the prevention or detection of crime, or the protection of vital interests. 

 

8. National Pupil Database 

Where required, information may be provided to the Department for Education as part of 
statutory data collections. The Department for Education publishes model privacy notice materials 
and guidance for schools on how education data may be collected and used. (GOV.UK) 

 

9. International transfers 

Where personal data is transferred outside the UK, we will ensure that appropriate safeguards are 
in place in accordance with UK data protection law. 

 

https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices?utm_source=chatgpt.com


10. Rights of parents, carers and pupils 

Individuals have rights under data protection law, including: 

●​ the right to be informed; 
●​ the right of access; 
●​ the right to rectification; 
●​ the right to erasure in certain circumstances; 
●​ the right to restrict processing; 
●​ the right to object; 
●​ the right to data portability in certain circumstances; 
●​ rights relating to automated decision-making. 

Parents may request access to their own personal data. Parents may also request access to their 
child’s information where they are entitled to do so, taking into account the child’s age, maturity 
and best interests. 

Requests should be sent to: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

 

PART C: PRIVACY NOTICE FOR PUPILS 

How Kimichi School uses your information 

This notice explains how we use information about you. 

Kimichi School is responsible for keeping your information safe and using it properly. 

Our data protection contact is: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

The ICO says that privacy information given to children should be written in a clear, plain and 
child-appropriate way. (Information Commissioner's Office) 

 

What information we keep about you 

We may keep information such as: 

●​ your name; 
●​ your date of birth; 
●​ your address; 
●​ contact details for your parents or carers; 
●​ your attendance; 
●​ your school work and progress; 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/childrens-information/children-and-the-uk-gdpr-old/how-does-the-right-to-be-informed-apply-to-children/?utm_source=chatgpt.com


●​ your exam results; 
●​ your behaviour records; 
●​ medical information; 
●​ information about any support you need; 
●​ safeguarding information; 
●​ photographs or videos; 
●​ information about clubs, trips or activities; 
●​ information about your use of school computers and systems; 
●​ biometric information, if the school uses it and the law allows it. 

 

Why we use your information 

We use your information to: 

●​ help you learn; 
●​ keep you safe; 
●​ check how you are progressing; 
●​ support your wellbeing; 
●​ help staff understand your needs; 
●​ enter you for exams; 
●​ contact your parents or carers; 
●​ run the school properly; 
●​ follow the law. 

 

When we can use your information 

We only use your information when the law allows us to. 

Usually this is because: 

●​ we need to follow the law; 
●​ we need to provide your education; 
●​ we need to keep you or someone else safe; 
●​ we have a good reason to use it as part of running the school; 
●​ you or your parents/carers have given permission, where permission is needed. 

 

Who we may share your information with 

We may share your information with: 

●​ your parents or carers; 
●​ staff who need to know; 
●​ your local authority; 
●​ the Department for Education; 
●​ Ofsted; 
●​ examination boards; 



●​ doctors, nurses or health services; 
●​ social workers or safeguarding services; 
●​ police, if needed; 
●​ other schools or colleges; 
●​ people who help us run school systems safely. 

We do not share your information unless there is a proper reason. 

 

How long we keep your information 

We keep your information while you are at Kimichi School. Some information must be kept after 
you leave, especially safeguarding, attendance, examination or legal records. 

 

Your rights 

You can ask us what information we hold about you. 

You may also ask us to correct information if it is wrong. 

Sometimes you can ask us to stop using information or delete it, but this depends on the type of 
information and whether the school is required to keep it. 

To ask about your information, contact: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

 

PART D: PRIVACY NOTICE FOR STAFF, GOVERNORS, VOLUNTEERS AND CONTRACTORS 

1. Purpose of this notice 

This notice explains how Kimichi School collects, uses, stores and shares personal data about 
individuals employed by, engaged by, volunteering at, governing or working with the school. 

Kimichi School is the data controller. 

 

2. Personal data we collect 

We may collect and use: 

●​ name and contact details; 
●​ date of birth; 
●​ gender; 
●​ marital status; 



●​ emergency contact details; 
●​ recruitment information; 
●​ CVs and application forms; 
●​ references; 
●​ right to work documents; 
●​ DBS and safer recruitment information; 
●​ qualifications; 
●​ employment history; 
●​ job title and working hours; 
●​ salary, pension, tax and payroll information; 
●​ National Insurance number; 
●​ bank details; 
●​ performance management information; 
●​ training records; 
●​ disciplinary and grievance records; 
●​ absence records; 
●​ medical and occupational health information; 
●​ photographs; 
●​ CCTV images where applicable; 
●​ biometric data, where used and legally permitted; 
●​ information about use of school IT systems; 
●​ safeguarding and low-level concern records where applicable. 

We may also process special category data, including: 

●​ health information; 
●​ disability information; 
●​ ethnicity; 
●​ religion or belief; 
●​ trade union membership; 
●​ other equality monitoring information. 

 

3. Why we use this data 

We use staff and workforce data to: 

●​ manage employment or engagement; 
●​ pay staff; 
●​ administer pensions and benefits; 
●​ support safer recruitment; 
●​ meet safeguarding duties; 
●​ manage performance; 
●​ manage absence; 
●​ provide training; 
●​ maintain personnel records; 
●​ comply with employment law; 
●​ meet statutory reporting requirements; 
●​ support equality monitoring; 
●​ protect pupils and staff; 
●​ investigate complaints or concerns; 



●​ manage IT, cyber security and acceptable use. 

 

4. Lawful basis for processing 

We process workforce data where necessary for: 

●​ employment contracts; 
●​ legal obligations; 
●​ safeguarding and safer recruitment; 
●​ public interest tasks; 
●​ legitimate interests; 
●​ vital interests; 
●​ consent, where appropriate. 

Special category data is processed where permitted by law, including for employment, 
safeguarding, health, equality monitoring, legal claims or substantial public interest reasons. 

 

5. Sharing workforce data 

We may share workforce data with: 

●​ the Department for Education; 
●​ local authorities; 
●​ Ofsted; 
●​ DBS; 
●​ TRA, where relevant; 
●​ payroll providers; 
●​ pension providers; 
●​ HR advisers; 
●​ occupational health providers; 
●​ insurers; 
●​ legal advisers; 
●​ safeguarding partners; 
●​ police or statutory agencies where required; 
●​ IT and cloud service providers; 
●​ courts or tribunals where required. 

The Department for Education publishes model workforce privacy notice materials for schools, 
including suggested text for how workforce information is used and shared. (GOV.UK Assets) 

 

6. How we store workforce data 

We keep personnel files securely and restrict access to authorised staff. 

Records are retained only for as long as necessary for employment, safeguarding, regulatory, legal 
and insurance purposes. 

https://assets.publishing.service.gov.uk/media/66bcd38e0a079b65ea323e10/Privacy_notice_suggested_text_for_school_workforce.odt?utm_source=chatgpt.com


 

7. Staff rights 

Staff, governors, volunteers and contractors have rights under data protection law, including the 
right to request access to personal data held about them. 

Requests should be sent to: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

 

PART E: COMPLAINTS 

Kimichi School takes data protection concerns seriously. 

Concerns should be raised with: 

Sally Alexander​
s.alexander@kimichischool.co.uk 

Individuals may also complain to the Information Commissioner’s Office. 

 

PART F: REVIEW 

This policy will be reviewed annually, or earlier if required due to changes in law, statutory 
guidance, school systems or data processing arrangements. 

Approved by: ___________________________​
Position: Chair of Governors​
Date: ___________________________​
Next Review Date: ___________________________ 
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