Polasai Chosaint Sonrai

Gaelscoil na gCeithre Maol
Réamhré
Cuireann Gaelscoil na gCeithre Maol oscailteacht agus comhoibrit chun cinn idir an fhoireann, na
tuismitheoiri agus na daltai ar bhealach chun timpeallacht slan a chur ar fail inar féidir le paiste forbairt
agus barr a chumais a bhaint amach. Is fusa é seo a bhaint amach ma ta oscailteacht, trédhearcacht agus
comhoibrid ann idir an fhoireann, na tuismitheoiri, na daltai agus pairtithe leasmhara eile.

Cheap Foireann agus Bord Bainistiochta Gaelscoil na gCeithre Maol an beartas d'fhonn na taifid is ga a
choimedd a shainaithint agus d'fhonn rdndacht agus nésanna imeachta solaimhsithe a chinntiu. Baineann
na nésanna imeachta leis an rochtain a bhionn ag tuismitheoiri, daltai agus pairtithe leasmhara ar
dhoiciméid den chineal sin agus le storail shabhailte na sonrai.

Cuirfear an polasai chuig cuntasoiri na scoile Upper Third & Churchfield Payroll Services chun a chinntid
go bhfuil a gcleachtas ag teacht leis an bpolasai. Cuirfear coip den polasai chuig an Patran, an Foras
Patranachta freisin.

Da mba rud é go bhfuil difriocht idir a bhfuil scriofa as Gaeilge agus as Béarla sa pholasai seo, glactar
leis an leagan Gaeilge mar an leagan cruinn agus an leagan Béarla mar aistrichan.

Réasunaiocht

« Riachtanas is ea beartas um chosaint sonrai agus choimead taifead chun a chinntit go bhfuil
nosanna imeachta oiriunacha curtha i bhfeidhm ag an scoil maidir le freagracht agus
trédhearcacht;

« Is n6s maith é taifead a choimead ar dhul chun cinn dalta ar mhaithe le riachtanais fhoghlama a
shainaithint;

 Caithfear beartas a chur i bhfeidhm chun a chinntit go gcomhlionann Gaelscoil na gCeithre

Maol an reachtaiocht chomh maith le h-imlitreacha na roinne, mar shampla;

0 An tAcht Oideachais, Alt 9(g) a €ilionn go dtabharfaidh scoil rochtain ar thaifid do dhaltai thar
18 mbliana d'aois agus a dtuismitheoiri;

0 An tAcht Oideachais (Leas) 2000 - lena n-airitear foralacha a €ilionn go gcuirfidh scoil tuairisciu
ar fail maidir le tinreambh, le haistriu daltai go scoileanna eile agus le cumarsaid leis an Oifigeach
Leasa Oideachais;

0 An tAcht um Chosaint Sonrai 1998 agus an tAcht um Chosaint Sonrai (Least) 2003;

o Imlitir 0056/2011 - maidir le cur i bhfeidhm Straitéis Litearthachta agus
Uimhearthachta Naisilnta a bhaineann le Measund;

o Imlitir 0024/2013 - maidir le coras na n-éileamh ar line i mbunscoileanna aitheanta.

o Imlitir 0025/2015 - Priomhbhunachar Sonrai ar Line

0 (RCGS) Cosaint Sonrai 250 Bealtaine 2018

Aidhmeanna & Cuspoiri

» Tuiscint a shoiléirid - i gcomhairle leis an bhfoireann, leis na tuismitheoiri agus leis an
mbainistiocht - ar na cinealacha taifead dalta a choimeadtar agus conas is féidir na taifid seo a chur
ar fail.



« Chun a chinntit go gcomhlionann Gaelscoil na gCeithre Maol na riachtanais reachtaiochta maidir le
teidliochtai na ndaltai, na foirne agus bhaill eile chomhphobal na scoile ar chosaint sonrai.

« Taifid chui maidir le dul chun cinn oideachasuil na ndaltai a chur ar bun, rud a fhdgann go mbeidh
tuismitheoiri agus na baill foirne abalta cuidiu le foghlaim an phaiste ar bhealach fiuntach agus
éifeachtach; agus a chinntit go mbainfidh daltai leas as muinteoireacht bhreise chui agus as
tacaiocht airgeadais.

« Tuairisci ar dhul chun cinn oideachasuil an phaiste a thabhairt do na tuismitheoiri ar bhealach
brioch.

« Treoirlinte follasacha a bhunu ar conas na taifid sin a chur ar fail do thuismitheoiri, do phairtithe
leasmhara agus d’iardhaltai (os cionn 18 mbliana d’aois).

« Coinniollacha a leagan amach maidir leis an achar ama a gcoimeadfar na taifid agus na tuairisci
agus an modh ina gcoimeadfar iad.

Na hOcht Riail Cosanta Sonrai

1. Bailigh agus prdiseail na sonrai go cair, cothrom.

2. Na coimead na sonrai ach amhain le haghaidh criche sonraithe, sainraite agus dleathai
amhain nd nios ma.

3. Na husaid agus n& nocht na sonrai in aon sli a bheidh neamhréir leis na criocha sin.

4. Coinnigh slan sabhailte an t-eolas agus na sonrai.

5. Biodh na sonrai beacht, comhlan agus suas chun data.

6. Déan cinnte de go bhfuil na sonrai leordh6thanach, abhartha gan a bheith iomarcach.

7. N& coimeéad na sonrai nios faide na mar is ga.

8. Tabhair cdip de shonrai pearsanta an duine aonair d6/di ma iarrann sé/si sin.

Scéip

Sonrai: Ciallaionn sin faisnéis i bhfoirm inar féidir i a phroiseail. Airitear ann sonrai uathoibrithe
(faisnéis ar riomhaire no6 faisnéis a taifeadadh chun i a chur ar riomhaire ar ball) agus lamhshonrai
(faisnéis a choimeadtar mar chuid de chéras comhaid abhartha né le hintinn a bheith ina chuid de chéras
comhaid abhartha).

Cdras Comhaid Abhartha: Ciallaionn sé seo aon tacar d’fhaisnéis, biodh is nach bhfuil sé riomhairithe,
ata struchtdrtha tri thagairt do dhaoine aonair, né tri thagairt do chritéir i dtaobh daoine aonair, i dtreo is

gur furasta rochtain ar fhaisnéis shonrach i dtaobh daoine aonair ar leith.

Sonrai Pearsanta: Ciallaionn sé seo sonrai a bhaineann le duine aonair gur féidir é/i a aithint 6 na
sonrai nd 6 na sonrai i dteannta faisnéise eile ata i seilbh an Oifigigh Cosanta Sonrai.

Treoirlinte

Is é an Bord Rialaitheoir Cosaint Sonrai.



(i) Sonrai Pearsanta:
Baineann na sonrai sin le sonrai pearsanta na ndaltai, mar shampla, ainm, seoladh, data breithe, inscne,
naisidntacht, bunadh eitneach (roghnach), creideamh (roghnach), sonrai leighis, eolas ar réim bia,
UPSP, sonrai teagmhéla agus ainmneacha na dtuismitheoiri. Ni bheidh rochtain ar fhaisnéis
priobhaideach n6 pearsanta ach amhain nuair is g4 agus leanfar na treoirlinte GDPR &bhartha go Iéir.
Tuilleadh eolais ar fail ag: https://www.dataprotection.ie/)

e Thé taifead leighis coiméadta i bhfilltean le cead Dailte Leighis, i gcaibinéid faoi ghlas ag an té
ata i gceannas ar Shlandail agus Sabhailteacht.

e T4& tuairisci /meastnaithe coiméadaithe i gcaibinéid comhad faoi ghlas in Oifig an
chomhordaitheoir Oideachais Speisialta.

e Tataifid faoi iar-scolairi coméadta sa Chartlann, a bhionn i gconai faoi ghlas.

Coimeédtar na taifid sin i bhfoirm paipéir i gcofra faoi ghlas in oifig an runai, i bhfoirm leictreonach
ar riomhaire scoile até faoi chosaint ag pasfhocal agus ar bunachar sonrai/scarbhileoga scoile, lena
n-airitear Aladdin. T4 fail ag an bPriomhoide, ag an Runai agus ag an gCathaoirleach orthu méas

ga.

(i) Taifid na nDaltai
Coimeédann gach muinteoir ranga taifid na ndaltai i gcaibinéad faoi ghlas. Usaidtear coras leictreonach
Aladdin sa scoil i lathair na huaire. T4 bunchdip doiciméad siceolaiochta/clinicitil/OT/S&L & gcoimead
i seomra an Comhordaitheora Oideachas Speisialta. Chomh maith leis sin, baintear Usaid as bunachar
sonrai scoile riomhairithe.

(iii) Sonrai Ball Foirne:
Baineann na sonrai seo le heolas pearsanta agus gairmiuil na mball foirne, mar shampla, ainm, seoladh,
data breithe, sonrai teagmhala, uimhir pharolla, taifid tinrimh, cailiochtai, taifid scoile, saoire
bhreoiteachta, Teastais 6n gCombhairle Muinteoireachta, Teastais Ghrinnfhiosrichain, Forbairt
Ghairmiuil Leantnach, CVanna, tuairisceain scoile, ranganna a muineadh agus sinsearacht.

Coimeddtar na taifid seo i gcofra faoi ghlas in oifig an Priomhoide agus ta fail ag an gCathaoirleach,
ag an bPriomhoide & an leas priomhoide orthu. T4 fail ar eolas bundsach in oifig an ranai agus t4 fail
ar an t-eolas seo ag an runai, ag an bPriomhoide, Leas Priomhoide agus ag an gCathaoirleach.

(iv) Sonrai
Riarachain: Is éard ata sna sonrai seo:
e Foirme Slanaiochta um Dhaileadh Leighis

e Polasaithe
e Comhaid FSS, Tusla, Gardai, Aladdin, Roinn Oideachas,
e Cuntais

e Tuairisci Tinrimh

Coimeédtar cuid de na taifid seo i bhfoirm paipéir in oifig an bPriomhoide. Coimedadtar cuid doibh i
bhfoirm leictreonach ar bhunachar sonrai na scoile— is é sin Aladdin i lathair na huaire.


https://www.dataprotection.ie/

(v) Comhaid an Bhoird Bhainistiochta:
Comhaid an Bhoird Bhainistiochta lena n-airitear na sonrai seo a leanas de ghnath:
ainmneacha agus sonrai teagmhala gach ball den Bhord
sonrai cheapachain an Bhoird,;
cuntais scoile, iocaiochtai deontais, iocaiochtai sintius scoile srl.
Miontuairisci chruinnithe an Bhoird
Comhfhreagras don Bhord ina bhféadfaidh tagairti do dhaoine aonair a bheith san aireamh

Bionn lion taifead coiméadta in oifig an rinai. Coimeadann an Priomhoide na taifid i bhfoirm paipéir
agus ta siad ar fail i bhfoirm leictreonach ar riomhaire an Phriomhoide, agus ta fail ag an
gCathaoirleach, an an Leas priomhoide agus ag an gCisteoir mas g4, orthu.

(vi) Polasai Ghrinnfhiosrachan na nGardai
Mar chuid de pholasai Ghrinnfhiosrichan na nGardai, déantar grinnfhiosrdchéan ar thuisti/dhaoine, a
mbeadh teagmhail acu le paisti scoile agus iad ag tacu leis an scoil i réil éagsula, tri Phatrin na scoile.
Ta an t-eolas a bhailitear priobhaideach agus rdnda agus is an priomhoide agus duine ainmnithe én
mBord Bainistiochta (an Cathaoirleach) a fheiceann an teolas a thagann arais 6 Phatrin na scoile.
Scriosfar an fhaisnéis seo.

Fail ar thaifid

Beidh fail ag na grupai seo a leanas ar na sonrai leagtha amach thuas i gcas inarb abhartha agus
iomchui;

e Tuismitheoiri/caomhnoiri

e Jardhaltai os cionn 18 mbliana d’aois

e Feidhmeannacht na Seirbhise Slainte (FSS)/aisineacht sheachtrach

e Pearsanra scoile thuasainmnithe

e Roinn Oideachais

e Bunscoileanna agus scoileanna dara leibhéal (i gcas inarb iomchuf)

Caithfidh tuismitheoiri cead a thabhairt i bhfoirm scribhinn n6 tri riomhphost a sheoladh sa chas go n-
aistritear sonrai go gniomhairi lasmuigh, mar shampla, gairmithe slainte etc. Mas mian le gniomhairi
lasmuigh fail ar thaifid a iarraidh, caithfidh siad an t-iarratas a chur isteach i scribhinn. Ta an ceart chun
scriosta agus coigeartaithe sonrai ann mas ga aon earraidi a cheart( — déantar é seo de réir an Udairaithe
chui agus na nésanna imeachta céanna i scribhinn chuig an tOifigeach Cosaint Sonrai.

I gcasanna airithe, mar shampla cosaint leanai , t4 riachtanas dlithiil ar an Scoil eagraiochtai abhartha a
chur ar an eolas.

Chun faisnéis a iarraidh a bhaineann le do phaiste atd a choinneail sa scoil, cuir d’iarratas i scribhinn ag
leagan amach na sonrai sonracha ata uait. Is féidir € seo a sheoladh tri scriobh chuig An Priomhoide,
Gaelscoil na gCeithre Maol, Cearnég an Mhargaidh, Beal an Atha, n6 tri riomhphost chuig
scoilnagceithremaol@yahoo.ie
(vii) An Proiseas larratais

Ba cheart iarratais ar fhaisneis a dhéanamh ag baint Gsaide as an bhfoirm ata ar fail ar an suiomh Greasain

se0 a leanas: https://www.gov.ie/en/organisation-information/b4ffa-how-to-request-access-to-your-data-subject-access-

request/
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Seans go n-iarrfar ort cruthinas aitheantais.

Ag Freagairt d’larratais
Tabharfaidh an Bord freagra d’iarratas laistigh de 30 14 den iarratas.

Tuairisci Scoile Bliantdla — Usaidtear foirm thuairisce scoile chaighdeéanaithe agus déantar i seo a
eisidint i Mi an Mheithimh.

Téann an Pas Oideachasuil do dhaltai i Rang 6 chuig an meanscoil cui, tar éis dearbh( a fhail 6n
mheanscoil go bhfuil siad claraithe ann. Ma tharlaionn aistrit in aon bhliain eile, faightear cead i
scribhin 6n dtuismitheoir/gcaomhndir an t-eolas seo a thabhairt don scoil nua.

Storail

(i) Cuirtear taifid na ndaltai i dtaisce sa scoil scoil.

(i) Coimeadtar na taifid i gcomhad ata laistigh de sheomra stérais agus ar bhunachar sonrai na scoile.

(iii)  Cuirtear taifid gach ball foirne i dtaisce sa scoil de réir threoirlinte.

(iv)  Cuirtear na taifid i dtaisce de réir threoirlinte na roinne;

(v)  Coimeédann gach muinteoir proifil den dalta agus roinnt taifead ina s(h)eomra ranga féin agus
cuirtear ar aghaidh iad chuig an gcéad mhuinteoir eile nuair a bhogann an dalta go dti an chéad
rang eile.

(vi)  Deantar dramhphdipéir/asphriontai a stialladh/a dhidscairt go caramach.

(vii) T&fail ag pearsanra Gdaraithe amhain ar na taifid storéilte.

Storais Sonrai Leictreonach.

Déanfar sonrai na scoile a éstail lasmuigh den suiomh ag comhlacht ar conradh, ar nés Aladdin faoi lathair.
Usaidtear Aladdin chun cead a fhail do thurais, sitl6idi, cuairteanna faoi leith srl. Slan6far méid &irithe
sonrai leictreonach sa scoil. Déanfar cinnte go bhfuil an t-eolas seo s&bhailte agus criptil déanta air.
Déanfar athstorail ar eolas/sonrai chuig an gcomhlacht ata fostaithe ag an scoil. Déanfar cinnte go bhfuil
criptiti déanta agus an teolas a sheoladh agus aris fad is ata sé i dtaisce.

I measc na n-ardain oideachasula ata in usaid i nGaelscoil na gCeithre Maol ta:

» Seesaw
« Google Classroom/Gsuite
e Zoom

Saru Sonrai a Thuairisciu

Ma dhéantar saru ar pholasai chosaint sonrai na scoile, déanfaidh Bord Bainistiochta na scoile an scéal a
fhiosrd. Ma dhéantar sari né6 ma chailltear sonrai pearsanta 6n scoil, déanfar é a thuairisciu chuig Oifig
an Chomisinéir Cosaint Sonrai taobh istigh de 72 uair a chloig, fid mura bhfuil an himscradd curtha i
gcrioch. Ma cheaptar go dtiocfadh dochar do dhuine de bharr cas saraithe sonrai, cuirfear an duine ar an
eolas chomh luath agus is féidir.



Cead Griangraif

Lorgaitear cead 0 thuisti nuair ata siad ag clard a bpaiste sa scoil ar an tuiscint go nglacfar grianghraif
da bpaiste ag 6caidi / gniomhaiochtai scoile agus go n-Usaidfear iad sna meain shdisialta scoile. Is
feidir aistarraingt a dhéanamh ar an gcead sin ag am ar bith ach scriobh chuig Priomhoide na scoile.
Ma thogann baill foirne griangraf de phaiste(i) ar a fon féin ag imeachta scoile chun iad a ardd ar na
meain soisialta n6 an suiomh scoile, ardéfar an ghriangraf agus ansin scriosfar € 6n bhfén taobh istigh
de 24 uair.

Criteir Ratha

« Comhlionadh na nAchtanna Cosaint Sonrai agus Reacht na dTréimhsi

 Storail shlan taifead nach feidir a rochtain ach amhain le ceadu de réir treoirlinte
« Creat curtha ar bun ar mhaithe le héascaiocht tiomsaithe agus tuairisci a thabhairt
« Storail taifead soldimhsithe

« Coras Cddanna don fhoireann ar na hinneal fotocdipeéla.

Roil & Freagrachtai

Cuirfidh foireann na scoile, faoi stitir an Phriomhoide, an polasai i bhfeidhm agus déanfaidh siad
monatoireacht air. Déanfaidh gach muinteoir na trialacha ranga ar fad a cheapadh, a thabhairt amach
agus a thaifead. Déanfaidh an Priomhoide cinnte go gcoimeadtar na taifid agus go gcuirtear i dtaisce
iad.

Athbhreithniu
Déanfar athbhreithnit ar an bpolasai seo de réir mar is ga.

Daingnid agus Cumarsaid
Rinneadh an polasai seo a dhaingniu ag cruinniu Boird Bhainistiochta ar

Cuirfear coip den pholasai seo ar fail do bhaill foirne, do Choiste na dTuisti agus do gach tuismitheoir
tri shuiomh idirlin na scoile.

Sinithe: Déta:




Data Protection Policy
Gaelscoil na gCeithre Maol

Introduction

Gaelscoil na gCeithre Maol promotes openness and co-operation between staff, parents and pupils as a
means towards providing a caring environment through which a child can develop and grow to his or
her full potential. This can best be achieved where there is openness, transparency and co-operation
between staff, parents, pupils and other stakeholders.

This policy was formulated by Staff and Board of Management of Gaelscoil na gCeithre Maol to identify
the records required to be retained by the school to achieve this and to ensure confidentiality and
manageable procedures in relation to access to such records by parents, pupils and stake holders and the
safe storage of such data. The policy is sent to school accountants Upper Third & Churchfield Payroll
Services to ensure that their practice was in line with the policy. A copy of the policy will also be sent
to the Patron, An Foras Patrinachta.

Should there be any discrepancy between the Irish and English in this policy, it is accepted that the Irish
is the correct version and the English is provided as a translation.

Rationale

A policy on data protection and record keeping is necessary to ensure that the school has
proper procedures in place in relation to accountability and transparency;

It is good practice to record pupil progress so as to identify learning needs;

A policy must be put in place to ensure a school complies with legislation and departmental
circulars such as;
0 Education Act, Section 9(g) requiring a school to provide access to records to students over
18 and their parents;
0 Education Welfare Act 2000 — including provisions requiring a school to report school attendance,
the transfer of pupils to other schools and communications with the Education Welfare Officer ;
o Data Protection Act 1998 and the Data Protection (Amendment ) Act 2003;
o Circular Letter 0056/2011 -regarding the implementation of the National Literacy and
Numeracy Strategy regarding Assessment;
o Circular Letter 0024/2013 -regarding the online claims system in recognized primary schools.
o Circular Letter 0025/2015 Primary Online Database (POD).
o General Data Protection Regulation May 2018 (GDPR)

Aims & Objectives

To establish a clear understanding in consultation with staff, parents and management as to the type
of staff records that are maintained and how such records should be made available;

To ensure that Gaelscoil na gCeithre Maol complies with legislative requirements regarding the
data protection entitlements of pupils, staff and other members of the school community;



« Toputin place proper records on the educational progress of pupils thereby enabling parents and staff
to support a child’s learning in a meaningful and constructive manner and to ensure that eligible pupils
benefit from relevant additional teaching and financial supports;

» To report to parents in a meaningful way on the educational progress of their pupils;

» To establish clear guidelines on making these records available to parents, stakeholders
and past pupils (over 18);

« To stipulate the length of time records and reports will be retained and the manner in which they
will be retained.

Eight Rules of Data Protection

Obtain and process information fairly.

Keep it only for one or more specified, explicit and lawful purposes.
Use and disclose it only in ways compatible with these purposes.
Keep it safe and secure.

Keep it accurate, complete and up to date.

Ensure that it is adequate, relevant and not excessive.

Retain the information for no longer than is necessary.

Give a copy of his/her personal data to that individual on request.
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This refers to data belonging to an individual who is identifiable by this data or from any other personal data that
is in possession of the Data Protection Officer.

Scope

Data: What is meant by data is information collected in a form that can be processed. For the purposes of this
policy, it includes automated data (information on computer or information recorded with the intention of putting

it on a computer) and manual data (information that is kept as part of a relevant filing system or with the intention
that it should form part of a filing system).

Personal Data: This refers to data belonging to an individual who is identifiable by this data or from any other
personal data that is in possession of the Data Protection Officer.

Guidelines

The Board is the Data Protection Controller.
(i) Personal Data:

This data relates to personal details of pupils such as name, address, date of birth, gender, nationality,
ethnic origin (optional), religion (optional), medical details, dietary information, PPSN, contact details
and parents’ names. Parents/Guardians reserve the right not to disclose details related to ethnic origin/
background or religious beliefs.
Medical records are kept in a folder with Medical Administration permission, held in a locked
cabinet by the staff member in charge of Health and Safety.

All assessments/reports are kept in a locked filing cabinet/room in the office of the Special
Education Co-ordinator.

Private or personal information will only be accessed where necessary and all relevant GDPR guidelines will be

followed. More information available at: https://www.dataprotection.ie/)



https://www.dataprotection.ie/

Records from past pupils are kept in the oifig which is always locked. These records are retained in manual
form in a locked press/room in the Oifig an Runai, in electronic form on school password protected computers
and on school databases/spreadsheets including Aladdin. The Principal, secretary and Chairperson have access
to these records.

(i) Pupil Records

Pupil records are held by each class teacher in a locked cabinet. A computerized school database is also
used. Psychological/Clinical/Occupational Therapy/Speech & Language Assessments are held in the
Special Education Co-ordinator’s office which is locked.

(iii)  Staff Data:

This data relates to personal and professional details of the Staff such as name, address, date of birth,
contact details, payroll number, attendance records, qualifications, school records, sick leave, Teaching
Council Certificates, Vetting Certificates, Continuous Professional Development, curriculum vitae,
school returns, classes taught and seniority.

Staff records are held in a locked cabinet in the Principal’s office. The Chairperson, the Principal &
DP have access to these records. Some limited staff information is kept in the Secretary’s office with
access by the secretary, Principal, DP and Chairperson.

(iv) Administrative Data:
This data includes data such as:
» Administration of Medicines Indemnity Form

» Policies
« HSE files, Tusla, Gardai, Aladdin, Department of Education
« Accounts

« Attendance Reports

Some of these records are retained in manual form in Oifig an Phriomhoide and in electronic form on the
school database which is currently Aladdin.

(v) Board of Management files:
Board of Management files which may routinely include:
« The names and contact details of each member of the Board
« Details of appointments to the Board,;
« School accounts, grant payments
* Minutes of Board meetings
« Correspondence to the board which may include references to individuals
* Some of these records are kept in the Principal’s office in manual and electronic form. The Principal,
DP, Chairperson and the Treasurer have access where appropriate.

(vi) Garda Vetting Policy

As a part of our Garda Vetting Policy, parents/persons who wish to volunteer their services to the school
that may involve direct contact with school children must be vetted through the school Patron. The
information that is collected and subsequently returned to the school by the Patron body is private and
sensitive and can only be seen by the school Principal and another named individual on the school Board
of Management (namely the Chairperson). This information will then be destroyed.



Access to Records
The following will have access where relevant and appropriate to the data listed above;
« Parents/guardians
» Past pupils over 18
« Health Service Executive/Outside Agencies
» Designated school personnel (as specified above)
» Department of Education & Skills
« First and second-level schools (where relevant).

Parental consent must be given in the event of data being transferred to outside agencies such as health
professionals etc. Parents/Guardians must give such consent in writing. Outside agencies requesting
access to records must do so in writing. The right to erasure or rectification of inaccurate information is
available by request in writing to the data protection officer.

In certain cases, for example child protection, there is a legal requirement for the School to inform
relevant organisations.

To request information relating to your child being held at school, put your request in writing setting out
the specific details you require. This can be sent by writing to The Principal, Gaelscoil na Ceithre Maol,
Market Square, Ballina, or by email to scoilnagceithremaol@yahoo.ie

(vii) The Application Process

Requests for information should be made using the form available on the following website:
https://www.gov.ie/en/organisation-information/b4ffa-how-to-request-access-to-your-data-subject-
access-request/

You may be asked for proof of identity.

Responding to Requests:
The Board will respond to requests within 30 days of receipt of request.

The Annual End-of-Year School Report Form:

A standardized school report form is used which is issued in June of each year.

The 6th class Education passport is automatically sent to the relevant secondary school, upon receipt
of confirmation that they have been enrolled there.

If a transfer takes place in any other class, consent from parents/guardians will be sought in writing to transfer
information to the new school.

Storage

(i) Pupil records are stored in the school.

(i) Staff data is stored as per guidelines

(ili)  Other data is stored in line with departmental guidelines;

(iv) A pupil profile and selection of records are held by each teacher in his/her individual classroom
and passed on to the next teacher as the child moves to the next class.

(V) All personal printouts are destroyed before disposal,

(vi)  Access to these stored files is restricted to authorized personnel only.

Electronic Data Storage
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The school’s database is hosted off the premises by a contracted third-party (currently Aladdin).Aladdin is
used to seek permission for specific trips, tours, walks, outings etc. A limited set of electronic records will
be held in the school. The storage appliances for these records will be secured in the building and the
storage media encrypted. Backups are made to an off-site (cloud-based) provider. These backups will be
encrypted in transit (over the internet to the provider) and at rest (stored on the provider’s appliances).

The educational platforms that are in use in Gaelscoil na gCeithre Maol include:

+ Seesaw
» Google Classroom/G suite
e Zoom

Data Breach Reporting

Any breach of the school’s data protection policies and procedures will result in an investigation by the
Board of Management. If the breach results in the loss or leakage of personal data it will be reported to
the Office of the Data Protection Commissioner within 72 hours, even if the investigation is not yet
complete. Breaches that are likely to bring harm to an individual — such as identity theft or breach of
confidentiality — will also result in the concerned individual(s) being notified.

Consent for Photographs

On enrolment, written consent/Consent from parents for pupils to appear in photographs taken at school
events with the possibility they may appear on social media is sought. The consent may be withdrawn at
any time by notifying the Principal in writing.

If a staff member takes a photo of a child/children on his/her phone at a school event for the purposes of
putting them on social media/website, these photos are uploaded and deleted within 24 hours.

Success Criteria

« Compliance with Data Protection Act and Statute of Limitations Act

« Secure storage of records that can only be accessed with approval according to guidelines
» Framework in place for ease of compilation and reporting

» Manageable storage of records.

» Access to photocopiers by unique pin code for all staff

Roles and Responsibilities

The school staff, under the direction of the Principal will implement and monitor this policy. Individual
teachers will design, administer and record all in-class testing. The Principal will ensure records are
properly maintained and stored.

Review

This policy will be reviewed as the need arises.

Ratification and Communication
This policy was ratified at a Board of Management meeting on

A copy of this policy will be made available to staff, PA & each parent through the school website.

Signed: Date:
Chairperson
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