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   DATA PROTECTION POLICY 

 

   1. Purpose of the Policy 

 

The College collects and uses personal data in carrying out its responsibilities, for example 

in registering and providing courses to students, employing staff and providing services to 

customers. 

 

Tameside College is committed to complying with the Data Protection Principles which are 

set out in the Data Protection Act 1998 (the Act) and to this end we will ensure that 

information is collected and used fairly, stored safely and not disclosed to any other person 

unlawfully. 

 

The purpose of this policy is to ensure that the College and all staff or others who process or 

use any personal information comply with the Act and the Data Protection Principles, which 

are set out in the Act. 

 

   2.  The Data Protection Principles 

 

Personal data must: 

 

 be obtained and processed fairly and lawfully and shall not be processed unless 

certain conditions are met 

 be obtained for a specified and lawful purpose and shall not be processed in any 

manner incompatible with that purpose 

 be adequate, relevant and not excessive for those purposes 

 be accurate and kept up to date 

 not be kept for longer than is necessary for that purpose 

 be processed in accordance with the data subject’s rights 

 be kept safe from unauthorised access, accidental loss or destruction 

 not be transferred to a country outside the European Economic Area, unless that 

country has equivalent levels of protection for personal data 

 

   2.1 Terms used in the Policy 

 

‘Personal Data’ means information that can identify a living individual (called a ‘data 

subject’ in the Act). As well as images, names, addresses and contact details it can also 

include other information, such as statistical information, from which an individual’s 

identity can be derived. 

 

‘Data Controller’ is a person or organisation who decides the purposes for which, and the 

manner in which, any personal data is processed. 

 

 

   2.2 Overall responsibility for The Data Protection Policy 
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The College is the Data Controller under the Act and the Board of Governors is, therefore, 

ultimately responsible for implementation. However, there are designated data controllers 

dealing with day to day matters. The first point of contact for enquirers is: 

 

Lynn French, Vice Principal Resources, email: lynn.french@tameside.ac.uk, who may deal 

with the enquiry herself or refer it to another designated data controller. These include: 

The Head of Human Resources, for staffing information 

The Head of MIS, for student information  

The IT services Manager, for information held electronically. 

 

 

   2.3 Policy Context, Personal Data Held & processed 

 

This policy applies to all employees, students/trainees, customers, partners and visitors and 

other data subjects. 

 

 As a member of staff, a student or other user of the College you are entitled to: 

 

 know what information Tameside College holds and processes about them and why 

 know how to gain access to it 

 know how to keep it up to date 

 know what the College is doing to comply with its obligations under the 1998 Act. 

 

The College therefore provides all staff and students and other relevant users with a standard 

form of notification. This sets out all the types of data the College holds and processes about 

you, and the reasons for which it is processed. Forms of data held include paper records, 

computerised information, digital records and video recordings from the college’s security 

surveillance systems. 

 

The Policy does not form part of the formal contract of employment; however, it is a 

condition of employment that employees will abide by the rules and policies of Tameside 

College.  The Data Protection Policy is key to safeguarding personal information and human 

rights. Any breach of this policy by an employee will be treated as a serious breach of the 

contract of employment and dealt with accordingly. 

 

   2.4 Access to Information 

 

As a member of staff, a student or other user of the College, you have the right to access 

personal data that is being kept about you whether on Computer or in certain files. 

 

You can exercise this right by requesting this information to Lynn French, Vice Principal 

Resources, by post or email. 

 

A charge of £10 per request may be made, at the College’s discretion. The College aims to 

comply with your request for access to your personal information as quickly as possible, but 

will ensure that it is provided within 20 calendar days of receipt of your request unless there 

mailto:lynn.french@tameside.ac.uk
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is good reason for the delay. If this is the case, the reason for the delay will be explained to 

you in writing. The Data Protection Act includes exemptions from the right of access. The 

College will take these into account in considering requests and this may result in 

withholding all or part of the information requested. 

 

   2.5  Staff Responsibilities 

 

 As a member of staff, you are responsible for: 

  

 Checking that any information that you provide to the College in connection with your 

employment is accurate and up to date. 

 Informing the College of any changes to information which you have provided, eg 

change of address. 

 Checking the information that the College will send out to you from time to time, giving 

details of the information kept and processed about you. 

 Informing the College of any errors or changes. The College cannot be held responsible 

for any errors unless you have informed the College of them. 

 

   2.6  Data Security 

 

 As a member of staff you are responsible for ensuring that: 

 

 Any personal data which you hold is kept securely 

 Personal Information is not disclosed either orally or in writing, accidentally or 

otherwise to any unauthorised third party. 

 

Personal information should be kept in a locked cupboard or drawer or if it is computerised, 

be password protected or kept on media that is itself secure. Staff should refer to the 

colleges IT policies, which provide more detail on acceptable security processes 

 

   2.7  Individual (‘Data Subject’) Consent 

 

In many cases, the College can only process personal data with the consent of the individual. 

In some cases, if the data is sensitive, express consent must be obtained. Agreement to the 

College processing some specified classes of personal data is a condition of acceptance of a 

student on to any course, and a condition of employment for staff. This includes information 

about previous criminal convictions. 

 

Some jobs or courses will bring applicants into contact with children, including young 

people between the ages of 14 and 18. The College has a duty under the Children’s Act and 

other legislation to ensure that staff are suitable for the job and students for the courses 

offered.  The College also has a duty of care to all staff and students and must therefore 

make sure employees and those who use the College facilities do not pose a threat or danger 

to other users. 
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The College may also ask for information about particular health needs, such as allergies to 

particular forms of medication, or any conditions such as asthma or diabetes. The College 

will only use the information in the protection of the health and safety of the individual, but 

will need consent to process in the event of a medical emergency, for example. 

 

Therefore, the application forms that all prospective staff and students are required to 

complete will include a section requiring consent to process the applicant’s personal data. A 

refusal to sign such a form can prevent an application being processed or an offer being 

withdrawn. 

 

   2.8 Processing Sensitive Information 

 

Sometimes it is necessary to process information about a person’s health, criminal 

convictions, ethnicity, gender and family details. This may be to ensure the College is a safe 

place for everyone, or to operate other College Policies, such as sick pay policy or the 

Equality and Diversity Policy. Because this information is considered sensitive under the 

1998 Act, and it is recognised that the processing of it may cause particular concern or 

distress, staff (and students where appropriate) will be asked to give their express consent 

for the College to process this data. Offers of employment or course places may be 

withdrawn if an individual refuses to consent to this without good reason. 

 

   2.9 Retention of Data 

 

The College will keep some forms of information for longer than others. Because of 

restrictions on storage capacity, information about students cannot be kept indefinitely, 

unless there are specific requests to do so.  

Different categories of data will be retained for different periods of time and are detailed in 

the Records Retention schedule. 

 

   2.10  Use of CCTV 

 

The College uses CCTV images to provide a safe and secure environment for students, staff 

and visitors and to protect College property. Personal data obtained during monitoring will 

be kept only as long as necessary and any monitoring will be carried out only by a limited 

number of staff. Staff involved in monitoring will maintain confidentiality in respect of 

personal data. 

 

 

 

   2.11 Publication of College Information 

 

Information that is already in the public domain is exempt from the Data Protection Act 

1998. The College seeks to make as much information public as possible and details of the 

information readily available can be found in the Publication Scheme available on the 

College Website. 
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   2.12   Compliance with Act 

 

Compliance with the 1998 Act is the responsibility of all members of the College. Any 

employee, student or other data subject, who considers that the policy has not been followed 

in relation to personal data about themselves, should raise the matter through the College’s 

Complaints Procedure. The complaint will be referred to the Vice Principal, Resources who 

is the College’s Data Controller.  

 

 

 Related information is contained in: 

 

 Personnel Recruitment and Selection Procedure 

 Acceptable Use of ILT Policy 

 E-mail and Internet Use Procedure 

 Student Handbook 

 Employment Handbook 

 

 

3.  LOCATION AND ACCESS TO POLICY 

 

The Data Protection Policy and supporting policies and documents are available on the 

College website www.tameside.ac.uk and via SharePoint on the College Network.  

  

4.  PERSON RESPONSIBLE FOR THE POLICY 

 

 Vice Principal Resources 

 

5.  POLICY STATUS 

 

 Written by:  Lynn French, Vice Principal Resources 

 Approved by:  Senior Leadership Team 

 Issue Date:  January 2017 

 Review Date:  January 2020 
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