Data Protection Policy
Sample template for Parents’ Associations

Note: This is a sample Data Protection Policy which can be used by Parents’ Associations. To use this template, enter the name of your Parents’ Association wherever it says ‘Name of Parents’ Association’ e.g. The Parents’ Association of St. Joseph’s National School. You must replace all text in brackets ( [like this] ) with your own information.

	Aims of this Policy
	[Name of Parents’ Association] needs to keep certain information on [insert groups to be covered – Parents’ Association committee members, members of the Parents’ Association, helpers, volunteers] in order to keep them up-to-date with Parents’ Association events and activities.

[Name of Parents’ Association] is committed to ensuring any personal data will be dealt with in line with the General Data Protection Regulation (GDPR) and the Data Protection Acts 1988–2018 (as amended). The aim of this policy is to ensure that everyone handling personal data is aware of their responsibilities and that personal data is managed properly and lawfully.


	Type of information held
	[Name of Parents’ Association] may collect and store the following types of personal information:
· Names, email addresses, and phone numbers of committee members, volunteers, and parents.
· Event sign-up forms, consent forms, or feedback forms containing contact information.

Personal information is stored in the following format: [paper files stored securely, digital spreadsheets on a password-protected computer or secure cloud storage such as Google Drive].

Person/people within the Parents’ Association who will handle personal information is/are: [insert person who will be responsible for collecting, using and protecting this information e.g. Parents’ Association Secretary]

	Roles and responsibilities
	The following person(s) will be responsible for collecting, storing, and protecting this information:
· [e.g. Secretary of the Parents’ Association]
· [Other committee members with access to data, if applicable]

	Policy implementation
	In order to meet our responsibilities [name of Parents’ Association/names of specific individuals or roles) will:
· Ensure any personal data is collected in a fair and lawful way;
· Clearly explain why data is being collected, how it will be used, and how long it will be retained;
· Ensure that only the minimum amount of information needed is collected and used;
· Ensure the personal data is accurate and up-to-date;
· Hold personal data only for as long as needed and in line with our retention practices;
· Store data securely and limit access to authorised committee members;
· Review and update personal information annually and renew consent if required;
· Handle any disclosures of personal data in accordance with this policy;
· Respond promptly to any queries or requests regarding personal data.

	Security
	[Name of Parents’ Association] will ensure that all personal data is stored securely. Security measures include:
· Locked storage for paper documents.
· Password-protected files on computers.
· Secure cloud storage (e.g. Google Drive with two-factor authentication).
· Limited access to personal data (only authorised committee members).

Any unauthorised disclosure of personal data to a third party by a Parents’ Association Committee member may result in [insert consequences, which may include termination of their access to personal data]. The individual involved will be informed of the unauthorised disclosure of their personal data.


	Data Subject Rights and Access Requests
	Under GDPR, individuals have the right to:
· Know what personal information we hold about them.
· Access a copy of their personal data.
· Correct inaccurate or outdated information.
· Request deletion of their data.
All access or correction requests should be made in writing to the PA Secretary at [insert email address]

	Retention and review
	Personal data will be held only for as long as necessary, typically no longer than the current school year unless further consent is given.
This policy will be reviewed annually or sooner if required due to changes in law or how we collect/use personal data.


	Declaration
	I confirm I have read and understood the Data Protection Policy of [Name of Parents’ Association], and I agree to act in accordance with it in my role as a committee member.

Print name: ………………………………………………………………
Signature: …………………………………………………………………
Date: …………………………………………………………………………



Note: Adapted from a template by Connect (formerly Scottish Parent Teacher Council) with their agreement.

