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REAMHRAITEAS AGUS REASUNAIOCHT

Baineann Polasai um Chosaint Sonrai na scoile le sonrai pearsanta a choimeddann
Bord Bainistiochta (BB) na scoile, atd cosanta ag na hAchtanna um Choasint
Sonrai 1998 go 2018 agus Rialachdn Gineardlta um Chosaint Sonrai (RGCS) an
Aontas Eorpaigh.

Baineann an polasai seo le foireann uile na scoile, an Bord Bainistiochta,
tuismitheoiri/caomhnéiri, daltai agus daoine eile (daltai ionchasacha né
féideartha agus a dtuismitheoiri/a gcaomhnéirf agus iarrataséiri ar phoist foirne
laistigh den scoil) sa mhéid go mbaineann na bearta faoin bpolasai leo. Stéralfar
sonrai go sldn, ionas go gcosnaitear faisnéis rdnda i gcomhlionadh na
reachtalochta dbhartha. Leagtar amach sa pholasal seo an bealach ina gcosnéidh
an scoil sonrai pearsanta agus sonrai iogaire. Déiledlann an polasaf seo plé le
sonrai atd cldraithe ar phaipéar agus atd cldraithe ar an riomhaire.

Cuirtear an maédh ‘Priobhdideachas d’Aonghnd’ i bhfeidhm i nGaelscoil na Mara i
dtaca le Cosaint Sonrai. Ciallaionn sé seo go ndéantar pleandil chdramach agus
sonrai pearsanta & mbailiti lena chinntit gur cuid dilis iad na pionsabail um
chosaint sonrai d’aon chéras bailithe sonrai a cuirtear i bhfeidhm.

Déantar inilichadh ar na sonrai pearsanta a coiméadtar le

e go mbeidh fail ag daoine aonair ar a gcuid sonrai pearsanta
e cinntil go gcoinnitear iad go slén, sdbhdilte

e modhanna um chosaint sonraf a chldrd

e reagracht & trédhearcacht a fhorbairt

PRIONSABAIL um CHOSAINT SONRAI

Rialaitheoir sonrai is ea an Bord Bainistiochta ar shonrai pearsanta a bhaineann
lena bhfoireann, daltai, tuismitheoiri/caomhndiri agus daoine eile de phobal na
scoile reatha agus roimhe seo agus amach anseo. T4 dualgas ar an scoil, mar
dhea, na prionsabail um chosaint sonrai a chomhlionadh a leagtar amach sna
hAchtanna um Chosaint Sonrai, 1988 go 2018 agus RGCS, ar féidir an t-achoimrid
a leanas a dhéanamh orthu.

1. Sonral Pearsanta a fhail & a phrdisedil go cdir: Bailitear faisnéis ar dhaltaf le
cabhair & thuismitheoiri/chaomhnéiri agus én bhfoireann. Aistrionn na
scoileanna ar ar fhreastail na daltai roimhe seo, faisnéis. i dtaobh faisnéis ata
4 coimedd ag an scoil ar dhaoine eile (comhaltai foirne, daoine a dhéanann
jarratas ar phoist laistigh den scoil, tuismitheoiri/caomhndiri daltai etc.), is
gnach go soldthraionn na daoine an fhaisnéis iad féin le toiliti iomldn agus
feasach agus a cuireadh i dtoll a chéile fad a bhi siad fostaithe né ar conradh
leis an Scoil. Caitear leis na sonrai sin go léir i gcomhréir leis na hAchtanna
um Chosaint Sonrai agus le téarmai an Pholasai um Chosaint Sonral seo.
Déanfar an fhaisnéis seo a fhail agus a phréisedil go coir.

2. Toilit; Méas de bhunds toilit a cuirtear sonrai pearsanta le chéile (m.sh. sonraf
atd ag teastdil le bheith ar fhoireann spéirt/imeachtai iar-scoile nd imeachtai
scoile roghnach ar bith eile) is ceart do thoillii a bheith soar, feasach agus a
bheith aistharraingthe ag aon trith, gan an duine a bheith thios le pionds né
le diobhdil. Lorgéidh Gaelscoil na Mara gniomh dearfach m.sh. tic a chur i
mbosca/ doiciméad a shinid le toili a chur in idl. T4 sé ceadaithe toiliv a
tharraingt siar uair ar bith.

3. N& coimedad na sonrai ach amhain le haghaidh criche sonraithe, sainrdite &
dleathai amhdin né nios mé. Cuirfidh an BB daoine ar an eolas ar na
cliiseanna a mbailionn siad a sonrai agus cuirfidh siad daoine ar an eolas ar
an usaid a bhainfidh siad as a sonrai. Coimeddtar an fhaisnéis go léir agus aird
ag gach trath ar sharleas an duine.

4, Gan sonral a phrdisedil ach ar bhealai a oireann do na cuspdirf a tugadh i
dtosach baire iad: Ni phréisealfar sonrai a bhaineann le daoine ar bhealach
atd ar aon dul leis an cuspdiri a bailiodh iad. Ni nochtfar faisnéis ach ar bhonn
riachtanais, agus déanfar rochtain ar an bhfaisnéis a riald go dian.

INTRODUCTION AND RATIONALE

The school’s Data Protection Policy applies to the personal data held by the
school's Board of Management (BoM), which is protected by the Data Protection
Acts 1988 to 2018 and the EU General Data Personal Regulation (GDPR).

The policy applies to all school staff, the Board of Management,
parents/guardians, students and other partners with whom the school deals (i.e.
prospective or potential students and their parents/guardians and applicants for
staff positions within the school) insofar as the measures under the policy relate
to them. Data will be stored securely, so that confidential information is protected
in compliance with relevant legislation. This policy sets out the manner in which
personal data and special categories of personal data will be protected by the
school. This policy deals with data which is both stored on paper and on

computers.

Gaelscoil na Mara operates a “Privacy by Design” method in relation to Data
Protection. This means we plan carefully when gathering personal data so that we
build in the data protection principles as integral elements of all data operations
in advance.

We audit the personal data we hold in order to

be able to provide access to individuals to their data
ensure it is held securely
document our data protection procedures

e o o o

enhance accountability and transparency
DATA PROTECTION PRINCIPLES

The school BoM is a data controller of personal data relating to its past, present
and future staff, students, parents/ guardians and other members of the school
community. As such, the BoM is abliged to comply with the principles of data
protection set out in the Data Protection Acts 1988 to 2018 and GDPR, which can
be summarised as follows:

1. Obtain and process Personal Data fairly Information on students is gathered
with the help of parents/ guardians and staff. Information is also transferred
from their previous schools. In relation to information the school holds on
other individuals {members of staff, individuals applying for positions within
the School, parents/guardians of students, etc.), the information is generally
furnished by the individuals themselves with full and informed consent and
compiled during the course of their employment or contact with the School.
All such data is treated in accordance with the Data Protection legislation and
the terms of this Data Protection Policy. The information will be obtained and
processed fairly.

2. Consent; Where consent is the basis for provision of personal data, (e.g. data
required to join sports team/ after-school activity or any other optional
school activity) the consent must be a freely-given, specific, informed and
unambiguous indication of the data subject’s wishes. Gaelscoil na Mara will
require a clear, affirmative action e.g. ticking of a box/signing a document to
indicate consent. Consent can be withdrawn by data subjects in these
situations

3. Keep it only for one or more specified and explicit lawful purposes The BoM
will inform individuals of the reasons they collect their data and the uses to
which their data will be put. All information is kept with the best interest of
the individual in mind at all times.

4. Process it only in ways compatible with the purposes for which it was given
initially Data relating to individuals will only be processed in a manner
consistent with the purposes for which it was gathered. Information will only
be disclosed on a ‘need to know' basis, and access to it will be strictly
controlled



5. Coinnigh Sonrai Pearsanta slan sabhdilte. Ni féidir leo siGd ach a bhifuil
fiorchlis acu chun amhlaidh a dhéanamh rochiain a fhail ar an bhfaisnéis.
Stérailtear Sonrai Pearsanta faoi ghlas i gcds taifead de fimh & cosnaitear jad
le bogearrai ball déitedin agus le cosaint phasthocail | gcds sonrai a storéiltear
go leictreonach. Cosnaftear sonrai pearsanta até ar ghléasanna iniompartha
{ar nds riomhairi gldine) le pasfhecal.

6. Bfodh Sonraf Pearsanta beacht, comhldn agus suas chun data, Ba cheart do
dhaltai, tuismitheoiri/caomhndiri, agus/né an fhoireann an scoil a chur ar an
eolas ar aon athrd ar cheart don scoil a dhéanamh d3 sonrai pearsanta
agus/nd sonrai pearsanta fogaire lena chinntil go bhfuil sonrai an duine
aonair ruinn, iomldn agus cothrom le ddta. A luaithe a chuirfear ar an eolas
jad, déanfaidh an sceil na hathruithe riachtanacha ar na taifid dbhartha, Nior
cheart taifid a athr( né a scriosadh, 4fach, gan an t-Gdard ceart a fhail. Ma
theastaionn athrd/ ceartd, ha cheart don duine a dhéanfaidh an t-athrd sin
néta a dhatd agus a shinid ina dtugtar an &ddard sin agus an athri/na
hathruithe at4 le déanamh ar aon bhuntaifead/bhunchdipéis.

7. Déan cinnte de go bhfuil na sonraf leordhéthanach, dbhartha gan a bheith
iomarcach. Ni bhaileofar agus nf stérélfar ach an méid faisnéise a theastaienn
chun seirbhis leordhdthanach a sholdthar.

8. Gan an fhaisnéis a cheimedd nios faide nd mar is gd don chuspéir nd do na
cuspdiri sonraithe ar tugadh [ Mar riail ghinearélta, coimeddfar an fhaisnéis
don fhad a bheidh an duine ag freastal ar an scoil. Ina dhiaidh sin,
comhlionfatdh an scoil treoirlinte na Reinne Oideachais agus Scileanna maidir
le Sonrai Pearsanta a stérdil a bhaineann le dalta. | gcds comhaltai foirne,
comhlionadh an scoil trecirlinte na ROS agus ceanglais na gCoimisinéiri
loncaim araon maidir le taifid a choimedd a bhaineann le fostaithe. Anuas air
sin, féadfaidh an scoil na sonrai a cheimedd a bhaineann le duine ar feadh fad
nios faide ama chun fordlacha dbhartha an dli a chomhlionadh agus/nd chun
éileamh a chosaint fagin reachtaiocht fostaiochta agus/nd faoi chonradh
agus/na faoin dli sibhialta. Féach tabla Coinneail Taifid Scaile,

9, Coip dd sonral pearsanta a shalathar d'aon duine, ar iarraidh sin: Ta an ceart
ag daoine fios a bheith acu cén sonrai pearsanta atad & geoimead fathu, cé
aige a geoimeddtar iad agus cén cuspdir dd gcoimeddtar iad agus cdip a fhail
ddibh, mas mian.

scaip

Baineann an Reachtaiocht um Chosaint Sonrai le sonrai pearsanta a choimead
agus a phroisedil, i bhfoirm de ldimh agus leictreonach araon. Is é cuspdir an
phaolasaithe seo nd cabhru leis an scoil a ndualgais reachtifa a chomhlionadh, na
dualgals sitid a mhinig d'fhoireann na Scoile, agus an fhoireann, na daltaiagus a
dtuismitheoiri/a geaomhndiri a chur ar an eolas faci conas a chaithfear lena

sohrai.

Baineann an palasai le foireanh uile na scoile, an Bord Bainistiochta,
tuismitheoirif/caomhnéiri, daltai agus daoine eile (daltal ionchasacha nd
fétdeartha agus a dtuismitheoiri/a gcaomhndiri, agus iarrataséirl ar phoist foirne
laistigh den scoil) sa mhéld go ldimhsedlann né go bprdisediann an scoil a Sonral

Pearsanta i gcaitheamh a ndéiledlacha leis an scoil.
Sainmhinid ar Théarmai um Chosaint Sonraf

Chun tuiscint cheart a fhail ar dhualgais na scoile i leith Cosaint Sonral, ta roinnt
priomhthéarmai ann ar cheart d'fhoireann uile na scoile tuiscint a fhail arthu:

Ciallaionn Sonral Pearsanta sonrai a bhaineann ie duine aonair ata sainaitheanta
nd ar féidir &/i a shainaithint cibé acu é na sonraf | gecombhar le faisnéis eile ata faoi
sheilbh, né ar ddcha go mbelidh sf faoi sheilbh na Rialaitheora Senrai (BB)

Rialathéir_Sopral: Ciallaionn sé seo duine aonair né acndn dii a rialafonn
inneachair agus dsaid sonral pearsanta. Is é an Bord Bainistiochta an rialaitheoir
sonrai, an priomhoide ag feidhmilar son an Bhoird Bhainistiochta chun na
feidhmeanna i geeist a chomhlicnadh.

5. Keep Personal Data safe and secure Only those with a genuine reason for
doing 50 may gain access to the information. Personal Data is securely stored
under lack and key in the case of manual records and protected with
computer software and password protection in the case of electronically
stored data. Portable devices storing personal data {such as laptaps} are
password-protected.

6. Keep Personai Data complete and up-to-date Students,
parents/guardians, and/or staff should inform the school of any change
which the school should make to their personal data andjor sensitive

accurate,

personal data to ensure that the individual’s data is accurate, comgplete and
up-to-date. Once informed, the school will make all necessary changes to the
relevant records. Records must not be altered or destroyed without proper
authorisation. If alteration/correction is required, then a note of the fact of
such authorisation and the alteration(s) to be made to any original
record/documentation should be dated and signed by the person making
that change.

7. Ensure that it is adequate, relevant and not excessive. Only the necessary
amount of information required to provide an adequate service will be
gathered and stored.

8. Retain it no longer than is necessary for the specified purpose or purposes
for which it was given As a general rule, the information will be kept for the
duration of the individual’s time in the school. Thereafter, the school will
comply with DES guldelines on the storage of Personal Data relating to a
student, in the case of members of staff, the school wili comply with both
DES guidelines and the requirements of the Revenue Commissioners with
regard to the retention of records relating to employees, The school may alse
retain the data relating to an individual for a longer length of time for the
purposes of complying with relevant provisions of law and or/defending a
claim under employment legislation and/or contract and/or civil law. See
School Recerd Retention table

9, Provide a capy of their personal data to any individual on request Individuals
have a right to know and have access to a copy of personal data held about
them, by whom, and the purpose for which it is held

5COPE

The Data Protection legislation appiies to the keeping and processing of Personal
Data, both in manual & electronic form. The purpose of this policy is to assist the
school to meet its statutory obligations, to explain those obligations ¢ School
staff, and to inform staff, students and their parents/guardians how their data will
be treated.

The policy applies to all school staff, the Board of Management,
parents/guardians, students and others (including prospective or potential
students and their parents/guardians, and applicants for staff positions within the
schaal) insofar as the school handles or processes their Personal Data in the

course of their dealings with the school.
befinition of Data Protection Terms

In order to propetly understand the school’s obligations, there are some key
terms, which should be understoad by all relevant school staff:

Persopal Data means any data relating to an identified or identifizble person who
is or can be identified either from the data or from the data in conjunction with
other informaticn that is in, or is likely to come into, the possession of the Data
Controller {Bom).

Data Controller: A data controller is the individual or legal eatity that controls the
contents and use of personal data. The Board of Management itself is the data



controller, with the principal acting on behalf of the BOM in exercising the
functions involved.

Sonrai: Ciallaionn sin faisnéis i bhfoirm inar féidir i a phréisedil. Airitear ann sonrai
uathoibrithe (faisnéis ar riomhaire né faisnéis a taifeadadh chun i a chur ar
riomhaire ar ball) agus l[dmhshonraf (faisnéis a choimeadtar mar chuid de chords
comhaid dbhartha né le hintinn a bheith ina chuid de chéras comhaid dbhartha).

Céras Comhaid Abhartha: Ciallaionn sé seo aon tacar d'fhaisnéis, biodh is nach
bhfuil sé riomhairithe, atd struchtidrtha tri thagairt do dhaoine aonair, né tri
thagairt do chritéir i dtaobh dacine aonair, i dtreo is gur furasta rochtain ar
fhaisnéis shonrach i dtaobh daoine aonair ar leith.

An Duine is Abhar do na Sonraf: An té is dbhar do na sonraf pearsanta

Préisedil Sonrai: Aon phréisedil a déantar ar shonraf, ina measc bheadh

e  Bailid, taifead agus coinnedil sonral

e  Bailit, eagru, st6rdil, athrd nd least sonral

e Aginnitchadh, dul i gcomhairle le nd ag baint dsdide as na sonraf
e Sonrai a nochtadh tré iad a roinnt, a scaipeadh nd iad a chur ar fail

e Sonrai a ailinit, a mheascadh, a bhlociil, a ghlanadh amach né a scrio

Préisedlai Sonraf: duine ar bith a dhéanann proisedil ar eolas pearsanta thar
cheann an rialathdir sonrai, seachas fostai de chuid an rialathéir sonrai agus a
dhéanann préiseail ar a leithéid de shonral mar chuid dd ndualgais fostafochta,
mar shampla, d’fhéadfadh gur fostai de chomhlacht seachtarach a dhéanann
préisedil ar son an rialathdir sonrai. Leagann an reachtaiocht um Chosaint Sonrai
freagracht ar chombhlachtai dd leithéid | dtaca le préisedil na sonrai sin. [m.sh.
Aladdin, School Accounting etc)

Tagrafonn Sonrai Pearsanta [ogaire do Shonrai Pearsanta maidir leis an méid a

leanas:

Bunadh cinioch né eitneach

Tuairimi polaititila nd creidimh reiligitinacha nd fhealstnacha
Slainte fhisicidil né meabhrach

Saol gnéis agus gléaschlaonadh

e Sonrai géineolaiochta né bithmhéadaracha
e Ciontuithe coiritla né cion a liomhnaiodh
e Ballraiocht de cheardchumainn

Sarti_ar Shonrai Pearsanta: sart ar shlandail riomhaireachta a chuisigh scrios
timpisteach né neamhdhleathach, cailleadh, athrd, nochtadh neamhidaraithe ar
né rochtain ar shonrai pearsanta stérdilte né proisedilte. Ciallaionn sé seo

comhghéilleadh nd cailleadh sonral pearsanta cuma conas né cd dtarlafonn sé,

REASUNAIOCHT

Anuas ar a ndualgais dhlithidla faoi shainchiram fairsing na reachtaiochta
oideachais, ta freagracht dhlithidil ar an scoil chun na hAchtanna um Chosaint
Sonraf 1988 go 2018 agus RGCS a chomhlionadh.

Minitear sa pholasai seo cén sért sonrai a bhailitear, cén fath a mbailitear iad, cé
chomh fada a storalfar iad agus cé leis a roinnfear iad. Caitheann an scoil lena
geuid freagrachtal faoin dli um Chosaint Sonral go han-tromchuiseach, agus is
mian leo cleachtais shabhailte a chur i bhfeidhm chun sonrai pearsanta duine a
chosaint. Aithnitear, chomh maith, go n-éascafonn faisnéis fhiricidil a chur i
dtaifead go cruinn agus i a stérdil go sdbhdilte meastnt a dhéanamh ar an
bhfaisnéis agus a chur ar chumas an phriomhoide agus an bhoird bhainistiochta
chun cinnti a dhéanamh maidir le redchtdil éifeachtdil na Scoile. Anuas air sin,
baineann rithdbhacht le ldimhsedil éifeachtuil na sonrai lena chinntiti go bhfuil
comhsheasmhacht agus leantnachas ann sa chds go dtagann athri ar an
bpearsanra laistigh den scoil agus den bhord bainistiochta

Data: What is meant by data is information in a form that can be processed. 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).

Relevant Filing System: This refers to any set of information that, while not
computerised, is structured by reference to pupils, staff or partners with whom
the school has business, so that specific information relating to a particular
individual is readily accessible.

Data Subject - is an individual who is the subject of personal data.

Data Processing - performing any operation or set of operations on data,
including:

Obtaining, recording or keeping the data,
Collecting, organising, storing, altering or adapting the data
Retrieving, consulting or using the data

Disclosing the data by transmitting, disseminating or otherwise making it
available
e Aligning, combining, blocking, erasing or destroying the data

Data Processor - a person who processes personal information on behalf of a data
controller, but does not include an employee of a data controller who processes
such data in the course of their employment, for example, this might mean an
employee of an organisation to which the data controller out-sources work. The
Data Protection legislation places responsibilities on such entities in relation to
their pracessing of the data. [e.g. Aladdin, School Accounting etc.]

Special categories of Personal Data refers to Personal Data regarding a person's:

racial or ethnic origin

political opinions or religious or philosophical beliefs
physical or mental health

sexual life and sexual orientation

genetic and biometric data

e e o o o o

criminal convictions or alleged offence
e trade union membership

Personal Data Breach: a breach of security leading to the accidental or unlawful
destruction, loss, alteration, unauthorised disclosure of, or access to personal
data transmitted, stored or otherwise processed. This means any compromise or
loss of personal data, no matter how or where it occurs.

RATIONALE

In addition to its legal obligations under the broad remit of educational
legislation, the school has a legal responsibility to comply with the Data
Protection Acts 1988 to 2018 and the GDPR.

This policy explains what sort of data is collected, why it is collected, for how long
it will be stored, and with whom it will be shared. The school takes its
responsibilities under Data Protection law very seriously, and wishes to put in
place safe practices to safeguard individuals' personal data. It is also recognised
that recording factual information accurately and storing it safely facilitates an
evaluation of the information, enabling the principal and board of management
to make decisions in respect of the efficient running of the school. The efficient
handling of data is also essential to ensure that there is consistency and
continuity where there are changes of personnel within the school and board of
management.



DUALGAIS DHLITHIUIL EILE

Cuirtear san aireamh i gcur i bhfeidhm an pholasaithe seo dualgais agus
freagrachtal eile dlithidla na scoile. Baineann cuid diobh seo go direach le cosaint
sonrai. Mar shampla:

e Faoi Alt 9(g) den Acht Oideachais, 1998, ni mér rochtain a thabhairt do
thuismitheoiri dalta, né do dhalta a bhain aois 18 mbliana amach, ar thaifid a
choimeddann an scoil a bhaineann le dul chun cinn an dalta ina n-oideachas.

e Faoi Alt 20 den Acht Oideachais (Leas), 2000, ni mér don scoil cldr a
choimead de gach dalta a fhreastalafonn ar an scoil.

e Faoi Alt 20(5) den Acht Oideachais (Leasu), 2000, ta dualgas ar phriomhoide
chun faisnéis airithe a chur in il a bhaineann le freastal linbh ar an scail agus
ceisteanna eile a bhaineann le dul chun cinn oideachais an linbh do
phriomhoide scoile eile a bhfuil an leanbh ag aistrid chuici. Seolfaidh
Gaelscoil Lir cdip de Pas Oideachais an phdiste, deartha ag an NCCA, ag
priomhoide na mednscoile ina bheidh an dalta claraithe. Sa chds go bhfuil
tuairisei ar dhaltaf a scriobh daoine gairmilila eile seachas foireann Ghaelscoil
Lir ag an scoil i bhfiltedin daltai reatha, nf ceadmhach a leithéid de thuairisc a
sheoladh ar aghaidh ag an lar-Bhunscoil gan cead soiléir i scribhinn a iarraidh
agus a fhail 6 thuismitheoiri agus caomhndiri na ndaltai dbhartha sin.

e Faoi Alt 21 den Education (Welfare) Act, 2000, ni médr don scoil freastal né
neamhfhreastal daltal atd cldraithe ag an scoil ar gach |3 scoile a chur i
dtaifead.

e Faoi Alt 28 den Acht Oideachais (Leasu), 2000, féadfaidh an Scoil Sonrai
Pearsanta a choimeddann siad a sholdthar do chomhlachtai dirithe
forordaithe (an Roinn Oideachais, TUSLA, an Chombhairle NaisiGinta um
Oideachas Speisialta agus scoileanna eile) Caithfidh an BB a bheith sasta go
n-Usaidfear iad do “chuspdir abhartha” (lena n-diritear stair oideachais no
oilitna duine a chur i dtaifead né chun monatdireacht a dhéanamh ar a ndul
chun cinn oideachais né oilitina; né chun tabhairt faoi thaighde ar scriduithe,
pairt a ghlacadh in oideachas agus in éifeachtacht ghinearalta oideachais nd
oiliina).

e Faoi Alt 14 den Acht um Oideachas do Dhaoine a bhfuil Riachtanais Speisialta
Oideachais acu, 2004, ceanglaitear ar an scoil chun an fhaisnéis sin a iarrfaidh
an Chomhairle go réastinta 6 thrith go chéile a sholdthar don Chombhairle
Ndisitinta um Oideachas Speisialta (agus dd bhfostaithe, lena n-direofai
Eagraithe Riachtanais Speisialta Oideachais).

e Fordiltear san Acht um Shaordil Faisnéise, 1997, ceart cdilithe chun rochtain a
fhail ar fhaisnéis ata & coimead ag comhlachtai poibli nach riachtanach gur
“sonrai pearsanta” atd i gceist leo i gcomhréir leis an reachtaiocht um
chosaint sonrai. Cé nach bhfuil formhér na scoileanna faoi réir na
reachtafochta um shaorail faisnéise faoi lathair, ma sholathair scoil faisnéis do
chombhlacht atd cumhdaithe ag an Acht um Shaorail Faisnéise (ar nds na
Roinne Oideachais agus Scileanna etc.), d'fhéadfai na taifid seo a nochtadh
méa dhéantar iarratas ar an gcomhlacht sin.

e Faoi Alt 26(4) den Acht Sldinte, 1947, cuirfidh Scoil faoi deara go dtugtar gach
dis réaslnta (diseanna chun ainmneacha agus seoltai dalta a fhreastalaionn
ar an scoil san aireamh) d’idaras sldinte a sheirbhedil fégra orthu i leith
cigireacht leighis, e.g. cigireacht fiacldireachta.

e Faoi Acht um Thus Aite do Leanai 2015: t& freagrachtai ar na dacine faoi
shainordd ata sa scoil mi-tisdid né failli leanai a thuairiscit do TUSLA — an

Ghniomhaireacht um Leanal agus an Teaghlach (né i gcds éigeanddla agus
nach bhfuil fil ar TUSLA, an Garda Siochéna).

OTHER LEGAL OBLIGATIONS

Implementation of this policy takes account of the school's other legal obligations
& responsibilities. Some of these are directly relevant to data protection, For
example:

e Under Section 9(g) of the Education Act, 1998, the parents of a student, or a
student who has reached the age of 18 years, must be given access to
records kept by the school relating to the progress of the student in their
education.

e Under Section 20 of the Education (Welfare) Act, 2000, the school must
maintain a register of all students attending the school.

e Under Section 20(5) of the Education (Welfare) Act, 2000, a principal is
obliged to notify certain information relating to the child’s attendance in
school and other matters relating to the child’s educational progress to the
principal of another school to which a student is transferring. Gaelscoil Lir
will send by post a copy of a child’s Educational Passport, as provided by the
NCCA, to the principal of the Past-Primary School in which the pupil will be
enrolled. Where reports on pupils which have been completed by
professionals, apart from Gaelscoil Lir Staff, are included in current pupil
files, such reports are only passed to the Post-Primary school following
express written permission having been sought and received from the
parents and guardians of said pupils.

e Under Section 21 of the Education (Welfare) Act, 2000, the school must
record the attendance or non-attendance of students registered at the school
on each school day.

e Under Section 28 of the Education (Welfare) Act, 2000, the School may
supply Personal Data kept by it to certain prescribed bodies (the Department
of Education and Skills, TUSLA, the National Council for Special Education and
other Schools). The BoM must be satisfied that it will be used for a “relevant
purpose” (which includes recording a person’s educational or training history
or monitoring their educational or training progress; or for carrying out
research into examinations, participation in education and the general
effectiveness of education or training).

e Under Section 14 of the Education for Persons with Special Educational
Needs Act, 2004, the School is required to furnish to the National Council for
Special Education {and its employees, which would include Special
Educational Needs Organisers) such information as the Council may from
time to time reasonably request.

e The Freedom of Information Act 1997 provides a qualified right to access to
information held by public bodies which does not necessarily have to be
“personal data” as with data protection legislation. While most schools are
not currently subject to freedom of information legislation, if a school has
furnished information to a body covered by the Freedom of Information Act
(such as the Department of Education and Skills etc.), these records could be
disclosed if a request is made to that body.

e Under Section 26(4) of the Health Act, 1947 a School shall cause all
reasonable facilities (including facilities for obtaining names and addresses of
pupils attending the school) to be given to a health authority who has served
a notice on it of a medical inspection e.g. a dental inspection.



|
e Under Children First Act 2015, mandated persons in school have
responsibilities to report child welfare concerns to TUSLA — Child and Family
Agency (or in the event of an emergency and the unavailability of TUSLA to

An Garda Siochana).

GAOL le SPIORAD SAINIUIL na SCOILE

Cuireann Gaelscoil na Mara gaeloideachas pdiste-ldrnach den scoth ar féil do
gach pdiste scoile. Cuirtear béim sa scoil ar thimpeallacht sabhailte, cairdidil,
spreaguil agus sona a chruthd ionas gur féidir le pdisti forbairt ar bhonn
jomldnaioch ag tdgdil na gnéithe acaddla, fisiceacha agus meabhairshlainte san
aireamh. Ta béim faoi leith ar mheas a léirit indr scoil; meas orainn féin, meas ar
dhaoine eile agus meas ar an timpeallacht.

T4 de chuspdir againn na spriocanna seo a bhaint amach agus meas a léiriG ar
phriobhdideacht agus na foirne,
tuismitheoiri/caomhnoiri agus daoine eile a idirghniomhaionn linn. Is mian leis an
scoil na haidhmeanna/misin seo a bhaint amach & meas iomldn & léirid ar chearta
daoine i leith priobhdideachta & cearta faoin Reachtafocht um Chosaint Sonraf,

ar chearta um chosaint sonrai daltai,

SONRA[ PEARSANTA

| measc na dtaifead ar Shonrai Pearsanta ata & gcoimedd ag an scoll, d’fhéadfadh
an méid a leanas a bheith i gceist:

1. TAIFID FOIRNE:

a. CATAGOIRI sonrai foirne: Mar aon leis na comhaltai reatha foirne (agus
jarchomhaltai foirne), d'fhéadfadh go mbainfeadh na taifid seo le
hiarrataséiri a dhéanann iarratas ar phoist laistigh den scoil, miinteoiri faoi
oilidint agus muinteoiri faoi phromhadh. D'fhéadfai a direamh leis na taifid
foirne seo:

e Ainm, seoladh & sonrai teagmhala, uimhir PSP

e Buntaifid iarratais agus cheapachain (foirmeacha iarratais, scéimeanna
marcala agallaimh agus cdipéisi eile a bhaineann le hearcl agus le
roghnd, ar nos teistiméireachtai, torthai Ghrinnfhiosrichdn an Gharda
Siochdna agus measunuithe Medmark)

e Taifead ar cheapachain le poist ardu céime

e Sonrai faoi asldithreacht fhaofa (sosanna gairme, saoire thuismitheara,
saoire staidéir etc.)

e Sonrai faoin taifead oibre (cdiliochtai, na ranganna a muineadh, na
habhair etc.)

e Sonrai faoi gheardin agus/né chasaoid, lena n-diritear comhairlitichain

pleananna gnfomhaiochta/ feabhsaithe/
meastinachta agus taifead ar dhul chun cinn

e Sonrai faoi aon timpisti/ghortuithe a tharla ar réadmhaoin na scoile né
i dtaca leis an gcomhalta foirne a thugann facina ndualgais scoile

e Taifid ar aon tuairisci a rinne an scoil (nd a bhfostaithe) maidir leis an
gcomhalta foirne maidir leis an gcomhalta foirne do ranna Stait agus/6
do ghniomhaireachtaf eile faoin Acht um Ths Aite do Leanai 2015

né plé innidlachta,

b. CUSPOIRI: Coimeddetar taifid foirne do na cuspéirf a leanas:

hainistiocht agus riarachan ghno na scaile (anois agus amach anseo

e {ocafocht na foirne a éascd, agus chun sochair/teidliochtai eile a riomh
(lena n-diritear seirbhis indirithe chun focaiochtai pinsin, teidliochtai
agus/nd iocaiochtal iomarcaiochta a riomh sa chas gur cui)

e {ocaiochtai pinsin a éasct amach anseo
bainistiocht acmhainni daonna.

e arduithe céime a rinneadh a chur i dtaifead (cdipéisiocht a bhaineann
le hardi céime ar a ndearnadh iarratas) agus athruithe a thainig ar
fhreagrachtai etc.

e a chur ar chumas na scoile chun a geuid dualgas a chomhlionadh mar
fhostdir, lena n-diritear timpeallacht shabhdilte éifeachtdil oibre agus
muinteoireachta a chaomhnti (lena n-airitear a geuid freagrachtaf faoin
Acht um Shabhailte, Sldinte agus Leas ag an Obair, 2005) a
chombhlicnadh

e a chur ar chumas na scoile chun na ceanglais a leagann an Roinn
Oideachais agus Scileanna, na Coimisinéiri loncaim, an Chomhairle
Ndisitinta um Oideachas Speisialta, TUSLA, FSS, agus aon ranna
agus/nd gniomhaireachtai rialtais, reachtula agus/né rialdla sios a
chomhlionadh

e an reachtaiocht a bhaineann leis an scoil a chomhlionadh.

RELATIONSHIP to the CHARACTERISTIC SPIRIT of the SCHOOL

Gaelscoil na Mara provides excellent child-centered, Irish-Medium education for
all children. An emphasis is placed on creating a safe, friendly, inspiring and
content environment to allow children to develop holistically, prioritising
academic development as well as physical literacy and mental wellbeing. There is
a particular emphasis on showing respect in our school; respect for ourselves, for
others and for the environment.

We aim to achieve these goals while respecting the privacy and data protection
rights of students, staff, parents/guardians and others who interact with us. The
school wishes to achieve these aims/missions while fully respecting individuals’
right to privacy and rights under the Data Protection Legislation.

PERSONAL DATA
The Personal Data records held by the school may include:

1. STAFF RECORDS:

a. CATEGORIES of staff data: As well as existing members of staff (and former
members of staff), these records may also relate to applicants applying for
positions within the school, trainee teachers and teachers under probation.
These staff records may include:

e Name, address & contact details, PPS no.

e Original records of application and appointment (including application
forms, interview marking schemes and other documents relating to
recruitment and selection such as references, Garda vetting outcomes
and Medmark assessments)

e Record of appointments to promotion posts

e Details of approved absences (career breaks, parental leave, study
leave, etc.)

e Details of work record (qualifications, classes taught, subjects, etc)

e Details of complaints and/or grievances, including consultations or
competency discussions, action, improvement, evaluation plans and
record of progress

e Details of any accidents/injuries sustained on school property or in
connection with the staff member carrying out their school duties

e Records of any reports the school {or its employees) have made in
respect of the staff member to State departments and/or other
agencies under Children First Act 2015.

b. PURPOSES: Staff records are kept for the purposes of:
e the management and administration of school business (now and in
the future)
° to facilitate the payment of staff and calculate other benefits/
entitlements (including reckonable service for the purpose of
calculation of pension payments, entitlements and/or redundancy
payments where relevant)
e to facilitate pension payments in the future
e human resource management
e recording promotions made (documentation relating to promotions
applied for) and changes in responsibilities, etc.
e to enable the school to comply with its obligations as an employer
including the preservation of a safe, efficient working and teaching



environment (including complying with its responsibilities under the
Safety, Health and Welfare At Work Act 2005)

to enable the school to comply with requirements set down by the
Department of Education and Skills, the Revenue Commissioners, the
National Council for Special Education, TUSLA, the HSE, and any other
governmental, statutory and/or regulatory departments and/or
agencies

and for compliance with legislation relevant to the school.

LATHAIR & SLANDAIL

Coimeadtar taifid de ldimh go slan, sabhailte faoi ghlas i
gcdmhadchaibinéid agus gan teacht orthu ach ag fostaithe atd (idaraithe
lels na sonral sin a Gsdid. Ni mér do na fostaithe sin na sonraf sin a
choinnedil faoi rdan.

Coimeadtar taifead digiteach ar riomhairl a bhfuil cosaint phasfhocail
agus bogearraf balla déitedin orthu. Bionn Céras Rogha Aldram lonraidh
ar sitil lasmuigh d'uaireanta scoile.

TAIFID DHALTAf:
CATAGOIR( sonraf daltai: D'fhéadfai a direamh leo seo:

e o o o

Faisnéis a d'fhéadfai a lorg agus a chur i dtaifead ar chldri agus a
d’fhéadfai a chur le chéile agus a bhailit i gcaitheamh thréimhse an dalta
sa scoil. D'fhéadfai a direamh leis na taifid seo:

ainm, seoladh agus sonral teagmbhala, uimhir PSP

data agus dit bhreithe

ainmneacha agus seoltai na dtuismitheoiri/na gcaomhndiri agus a sonraf
teagmhdla (lena n-diritear aon socruithe speisialta maidir le
caomhndireacht, coimead né rochtain)

creideamh reiligitnach

bunadh cinioch né eitneach

ballraiocht de phobal an Lucht Sitil, sa chas gur cui

cad | céad teanga an dalta agus cibé a labhraitear teangacha eile sa
bhaile,

aon choinniollacha abhartha speisialta (e.g. riachtanais speisialta
oideachais, saincheisteanna sldinte) a d’fhéadfadh bheith i gceist.
Faisnéis ar an iarthaifead acaddil (lena n-diritear tuairisci,
teistiméireachtai, meastnuithe agus taifid eile 6 aon scoil{eanna) ar ar
fhreastail an dalta roimhe seo

MeasUnuithe siceolaiocha, siciatracha agus/nd leighis

Taifid tinrimh

Grianghraif & ijomhanna taifeadta de dhaltai (lena n-diritear ag imeachtai
scoile agus éachtai a chur i dtaifead) a bainistitear de réir polasai
grianghraifeadédireachta na scoile, leis seo.
Taifead acaduil — abhair ar a ndearnadh staidéar, tascanna ranga, torthai
scridaithe faoi mar atd siad taifeadta ar thuairisci oifigidla scoile
Taifid ar éachtai suntasacha
Taifid ar shaincheisteanna/imscriduithe disciplineacha agus/né na
smachtbhannal a ghearrtar

Taifid eile, e.g. taifid ar aon ghortuithe/timpisti tromchuiseacha etc.
(Né6ta: moltar chun tuismitheoiri a chur ar an eolas go bhfuil teagmhas ar
leith & chur i dtaifead)

Taifid ar aon tuairisci a rinne an scoil (nd a bhfostaithe) maidir leis an
dalta le ranna Stait agus/né le gniomhaireachtai eile facin Acht Tus Aite
do Leanai 2015.

CUSPOIRI: Coimeddtar taifid dalta do na cuspdiri a leanas:

a chur ar chumas gach dalta a lanchumas a fhorbairt

na ceanglais reachtaiochta nd riarachdin a chomhlionadh

a chinntid gur féidir leis na daltal inchdilithe tairbhe a bhaint én
muinteoireacht dbhartha né na tacaiochtai airgeadais breise

tacu le teagasc reiligiinach a sholdthar

a chur ar chumas teagmhail a dhéanamh le tuismitheoiri/ caomhndiri i
geds éigeanddla no sa chds go nduntar an scoil, né chun tuismitheairi a
chur ar an eolas ar dhul chun cinn a linbh né chun tuismitheoiri a chur ar
an eolas ar imeachtai Scoile etc.

freastal ar riachtanais oideachais, shdisialta, fhisiciila agus
mhothdchdnacha an dalta

glactar grianghraif agus fomhanna taifeadta de dhaltai chun éachtal
scoile a cheilitradh, bliainirisi a chur le chéile, |dithrean gréasain a
bhunt, imeachtafl scoile a chur i dtaifead, agus chun taifead a choimead
ar stair na scoile. Glactar agus Gsdidtear na taifid sitid i gcomhréir le
Polasal Usdide Inghlactha atd & ndéanamh faoi lathair. a chinntiti go
gcomhlionann an dalta critéir iontréla na scoile

a chinnti go gcomhlionann na daltai na riachtanais aoise fosta do
chldrichédn bunscoile.

cdipéisiocht/faisnéis a sholdthar faoin dalta don Roinn Oideachais agus
Scileanna, an Chomhairle Naisiinta um Oideachas Speisialta, TUSLA,
agus scoileanna eile etc. i gcomhlionadh an dli agus na dtreoracha a
eisionn ranna rialtais,

LOCATION & SECURITY

e Manual records are kept in a secure, locked filing cabinet only
accessible to personnel who are authorised to use the data. Employees
are required to maintain the confidentiality of any data to which they
have access.

e Digital records are stored on password-protected computers with
firewall software. The school has the intruder alarm activated during
out-of-school hours.

STUDENT RECORDS:

CATEGORIES of student data may include:

e [nformation which may be sought and recorded at enrolment and may
be collated and compiled during the course of the student’s time in the
school. These records may include:
name, address & contact details, PPS number
date and place of birth

e names and addresses of parents/guardians and their contact details

(including any special arrangements with regard to guardianship,

custody or access)

religious belief

racial or ethnic origin

membership of the Traveller community, where relevant

what the child’s first language is and whether or not other languages

are spoken in the home

e any relevant special conditions (e.g. special educational needs, health
issues etc.) which may apply.

e Information on previous academic record (include. reports, references,
assessments and other records from any previous school(s) attended
by the student)

e Psychological, psychiatric and/or medical assessments

e Attendance records

e Photographs and recorded images of students (including at School
events and noting achievements) are managed in line with the
accompanying policy on school photography

e Academic record — subjects studied, class assignments, examination
results as recorded on official school reports

e Records of significant achievements

e Records of disciplinary issues/investigations and/or sanctions imposed

e Other records e.g. records of any serious injuries/ accidents etc. (Note:
it is advisable to inform parents that a particular incident is being
recorded)

e Records of any reports the school (or its employees) have made in
respect of the student to State departments and/or other agencies
under Children First Act 2015.

PURPOSES: The purposes for keeping student records include:

® to enable each student to develop to his/her full potential

e  to comply with legislative or administrative requirements

e to ensure that eligible students can benefit from the relevant

additional teaching or financial supports

to support the provision of religious instruction

to enable parents/guardians to be contacted in case of emergency
or in the case of school closure, or to inform parents of their child’s
educational progress, or to inform parents of School events, etc.

L] to meet the educational, social, physical and emotional

requirements of the student



e  photographs and recorded images of students are taken to celebrate
school achievements, compile yearbooks, establish a school website,
record school events, and to keep a record of the history of the
school, Such records are taken and used in accordance with the
school’s acceptable usage policy currently being drafted.
to ensure that the student meets the school’s admission criteria

e  to ensure that students meet the minimum age requirements for
attendance at Primary School.

e to furnish documentation/ information about the student to the
Department of Education and Skills, the National Council for Special
Education, TUSLA, and other schools, etc. in compliance with law
and directions issued by governmental departments.

e cdipéisiocht/faisnéis/teistiméireachtai a sholdthar d'institididi dara
leibhéal oideachals a iarrann an dalta (né a dtuismitheoiri/a gcaomhnairi
i gcas dalta faoi 18 mbliana d'aois).

LATHAIR & SLANDAIL

e Coimeaddtar taifid de Idimh go slan, sdbhdilte faoi ghlas i
gecémhadchaibinéid in oifig riarachdin glaséilte agus gan teacht orthu ach
ag fostaithe atd (daraithe leis na sonrai sin a dsaid. Ni mdr do na
fostaithe sin na sonrai sin a choinnedil faoi rin.

e Coimeadtar taifead digiteach ar riomhairi a bhfuil cosaint phasfhacail
agus bogearrai balla dditedin orthu. Bionn Cdras Rogha Aldram lonraidh
ar sitl lasmuigh d'uaireanta scoile.

TAIFID an BHOIRD BHAINISTIOCHTA:

CATAGOIR[ de shonrai an bhoird bainistiochta: D’fhéadfai a direamh leo seo:

e Ainm, seoladh agus sonrai teagmhdla gach comhalta den bhord
bainistiochta (agus iarchomhaltai an BB)

e Taifid maidir le ceapachdin a dhéantar leis an mBord

e Miontuairisci ar chruinnithe an Bhoird Bhainistiochta agus an

chomhfhreagrais a sheoltar chuig an mBord, ina bhféadfadh tagairti do

dhaoine ar leith a bheith i gceist.

comhfhreagras neamhrialta faighte agus pléite ag an mBord

cdipeanna de thuairisci airgeadais curtha os comhair an Bhoird

cdipeanna de thuairisci an Phriomhoide curtha faoi bhraid an Bhoird

aon chaipéisi eile a mhothaionn an Bord ata oiritinach le bheith curtha

san fhiltedn.

e Geardin curtha faoi bhrdid an Bhoird agus aon comhfhreagras a
bhaineann leis

e Sonrai Pérolla

e Sonrai Airgeadais

CUSPOIRI: A chur ar chumas an Bhoird Bhainistiochta chun oibriti i gcomhréir
leis an Acht Oideachais, 1998 agus leis an reachtaiocht infheidhme eile agus
le taifead a choimead ar choinni agus cinnti an bhoird.

LATHAIR & SLANDAIL Mar ata thuas

TAIFID EILE Coimeddfaidh Gaelscoil na Mara taifid eile a bhaineann le daoine.
Taifead de ldimh a bheidh san fhormdid ina gcoimeddtar na taifid seo
(comhad pearsanta laistigh de chomhad dbhartha comhdaithe) agus/ né
taifead riomhaire (bunachar sonrai). Leagtar amach thios roinnt samplai de
shaghas na dtaifead eile a choimeddann an scoil (nf liosta criochnaitheach an

liosta seo):

CREIDIUNAITHE

CATAGOIRI sonraf: féadfaidh an scoil roinnt den fhaisnéis a leanas né an
fhaisnéis go léir a leanas a choimedd faoi chreiditnaithe (ar daoine
féinfhostaithe roinnt diobh):

e ainm

e seoladh

e sonrai teagmhala

e uimhir PSP

e sonral cdnach

e sonrai bainc agus

e an méid a iocadh leo.

CUSPOIRI: Teastaionn an fhaisnéis chun gnathbhainistit agus gnathriaradh a
dhéanamh ar ghndthai airgeadais na scoile, lena n-diritear sonraisc a ioc,
cuntais bhliantula airgeadais a chur le chéile agus initichtai agus imscriduithe
a dhéanann na Coimisinéiri loncaim a chomhlionadh.

LATHAIR & SLANDAIL: | gcaibinéad slan faoi ghlas in oifig an
phriomhoide/oifig an Ranai

e  to furnish, when requested by the student (or their parents/guardians
in the case of a student under 18 years), documentation/information/
references to second-level educational institutions

c. LOCATION & SECURITY

e Manual records are kept in a secure, locked filing cabinet in a locked
administration office only accessible to personnel who are
authorised to use the data. Employees are required to maintain the
confidentiality of any data to which they have access.

e Digital records are stored on password-protected computers with
firewall software. The school has the intruder alarm activated during
out-of-school haurs.

3.  BOARD of MANAGEMENT RECORDS:

a. CATEGORIES of board of management data: These may include:

e Name, address and contact details of each member of the board of
management (including former members of the BoM)
Records in relation to appointments to the board
Minutes of board of management meetings and carrespondence to
the board which may include references to particular individuals.

e correspondence of a non routine nature received and discussed by
The Board,

e coples of the financial reports presented to the Board,

e copies of the Principal’s reports presented to the Board.

e Any other documentation that the Board, in its absolute discretion,
deems appropriate to be included in the minute folder.

e Complaints presented to the Board and all subsequent
correspondence

e Payroll Data

e Financial Data

b. PURPOSES: To enable the Board of Management to operate in
accordance with the Education Act, 1998 and other applicable
legislation and to maintain a record of board appointments and
decisions

c. LOCATION & SECURITY As above

4.  OTHER RECORDS Gaelscoil na Mara will hold other records relating to
individuals. The format in which these records will be kept are manual
record (personal file within a relevant filing system), computer record
(database). Some examples of the type of other records which the
school will hold are set out below (this list is not exhaustive):

CREDITORS

a. CATEGORIES of data: the school may hold some or all of the following
information about creditors (some of whom are self-employed
individuals):

name

address

contact details

PPS number

tax details

bank details and

amount paid



b. PURPOSES: This information is required for routine management and
administration of the school’s financial affairs including the payment of
invoices, the compiling of annual financial accounts and compiying
with audits and investigations by the Revenue Commissianers

¢, LOCATION & SECURETY: In a secure filing cabinet in the principal’s f
secretary's office.

FOIRMEACHA AISIOCAIOCHT CANACH ar CHARTANACHT

a.

a.

b.

CATAGOIRI sonraé: féadfaidh an scoil na sonral & leanas & choimedd maidir le
deontdiri a rinne tabhartais charthanula leis an scoii:
& ainm
seoladh
uimhir ghuthdin
uimhir PSP
rata cdnach
snid agus
ollmhéid an tabhartais

® & & 0 » @

CUSPOIRI: T4 scoileanna i dteideal faif a bheith acu ar an scéim faoiseamh
cdnach do thabhartais airgid a fhaigheann siad. Chun an faoiseamh a
éileamh, ni mér don deontdir defimhnid (CHY2) a chomhiand agus é a
thabhairt don scoil chun ligean doibh ollsuim na cdnach a bhaineann leis an
tabhartas a éileamh. Ar an bhfaisnéis a iarrtar ar an deimhnid cuf td ainm,
seoladh, uimhir PSP, rata cdnach, uimhir ghuthdin, sinidi an tuismitheora agus
cllmhéid an tabhartais, Coimeddann an Scoil sec i gcds go ndéanann na
Caimisinéirl lancaim inldchadh,

LATHAIR & SLANDAIL: Coinitear na foirmeacha seo i gcaibindad sldn faol
ghlas in oifig an phriomhoide

TORTHAI MEASUNAITHE/SCRUDAITHE

CATAGOIRI: Coimeddfaidh an scoil sonrai ina bhfuil torthaf scridaithe maidir
lena ndaltai go léir. Ina measc seo beidh, torthai scridaithe ranga agus
torthai Scrdduithe Chaighdednaithe,

CUSPOIRT: |s é an priomhchuspéir a choimeadtar na torthai scridaithe sea
nd chun manatdireacht a dhéanamh ar dhul chun cinn dalta agus chun bonn
daingean a sholathar maidir leibhéil gnéthachtala oideachais agus moltai don
todhchai. Féadtar na sonral sec a bhaili( ar mhaithe le cuspdiri staitistidla/
tuairiscithe, ar nds tablal torthai a bhailid. Féadtar na sonral seo a aistrid
chuig an Roinn Oideachais agus Scileanna, an Chombhairle Naisiinta
Curaclaim agus Meastnachta agus na comhlachtai sittd comhchosdla eile.

LATHAIR & SLANDAIL: Sabhdiltear torthaf na Seriidaithe Chaighdednaithe go
digiteach ar chéras bunachair Aladdin. Coimedadtar cdipchrua de na torthail
geathinéad sldn faoi ghias in oifig an rinal. Coimeddann na muinteairi torthai
na scridaithe ranga sna seomral ranga. Coimeadtar taifid de [&imh go sldn,
sabhiilte faoi ghlas i gcdmhadchaibinéid sa seomra. Coimeadtar taifead
digiteach ar an bhfreastalai scolle le riomhairi a bhfuil cosaint phasfhocail,
hogearrai balla déitedin orthu,

TEASTAIS BREITHE

CATAGOIR: Coimeddann an scoil céip de na teastais seo a leanas « Teastas
Breithe

CUSPOIRI: Is & an priomhchuspdir a choimeddtar na teastais seo nd

e @& chinntd go gcomhlionann na daltai na riachtanais aoise fosta do
chldrdchdn bunscoile.

@ teacht a bheith ag an scoil ar shonrai beacht, cruinn le bunachar POD &
lionadh.

LATHAIR & SLANDAIL: Coimeddtar céip chrua de na teastais go slan,
sabhailte faoi ghlas i gcomhadchaibinéid san oifig riarachdin. Scriostar na
Teastais Breithe nuair a thasaionn na daltai ar scoil agus nuair a bhienn an
bunachar PQD lionta.

NASC LE POLASAITHE EILE & LE SOLATHAR CURACLAIM

Is g4 do pholasaithe scoile a bheith comhsheasmhach lena chéile, laistigh de

chreatlach Phlean foriomldn na Scoile. Ba cheart scrizdd a dhéanamh ar na

polasaithe abhartha atd i bhfeidhm cheana féin nd atd 4 bhforbairt nd &
n-athbhreithni, agus tagairt 4 déanamh don Pholasal um Chosaint Sonral agus
ba cheart dui i ngleic le haon impleachtal a mbionn aige déibh.

CHARITY TAX-BACK FORMS

a.

CATEGORIES of data: the school may hold the following data in relation to
donors who have made charitable donations to the Schook:

* name
e address

e telephone number

* PPSnumber

& taxrate

* signature and

# the gross amount of the donation.

PURPOSES: Schools are entitled to avail of the scheme of tax relief for
donations of money they receive. To claim the relief, the donor must
complete a certificate (CHY2) and forward It to the scheol to allow it to claim
the grossed up amount of tax associated with the donation. The infermation
requested on the appropriaie certificate is the parents’ name, address, PPS
number, tax rate, telephone number, signature and the gross amount of the
danation, This is retained by the schaal in the case of audit by the Revenue
Commisstoners

LOCATION & SECURITY: These forms are kept in a secure, locked cabinet in
the principal’s office

ASSESSMENT/EXAMINATION RESULTS

CATAGORIES: The School will hold data comprising examination results in
respect of its students. These include class test results and the results of
Standardised Tests.

PURPQSES: The main purpose for which these examination results are held is
to monitor a student’s progress and to provide a sound basis for
advisingthem and thelr parents or guardians about educational attainment
levels and recommendations for the future. The data will also be aggregated
for statistical/reporting purposes, such as to compile results tables. The data
may be transferred to the Department of Education and Skills, the National
Council for Curriculum and Assessment and such other schools to which the
pupils move.

LOCATHON & SECURITY; Standardised test results are saved digitatly on the
AMaddin database. Hardcopies of the resuits are kept in a secure cabinet in
the secretary’s office. Class examination results are kept by the teachers in
their classrooms. Manual records are kept in a secure, locked filing cabinet in
the classrcom. Digital records are stored on the school server via
password-protected laptops and with adequate firewall software.

BIRTH CERTIFICATES

a.

b.

CATAGORIES: The School will hold a copy of the following certificates:
. Birth Certificate

PURPOSES: The main purpose for which these certificates are held is
e to ensure that the student meets the school’s admission criteria
e to have access to specific information that is required to populate the
POD datahase.
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c. LOCATION & SECURITY: These certificates are held in manual form and are
kept in a secure, locked cabinet in the administration office. The Birth
Certificates are destroyed once the children have started school and the POD
database has been populated.

LINKS TO OTHER POLICIES & TO CURRICULUM DELIVERY

Our schoal policies need to be consistent with ane another, within the framework
of the overall School Plan. Relevant school policies already in place or being
develaped or reviewed, shall be examined with reference to the Data Protection
Palicy and any imsplications which it has for them shali be addressed.

Yfhéadfadh na beartais a leanas a bheith i measc na mbeartas ar a ndéantar
hreithnid:

[ Bunachar Sonrai Daltai Ar-Line (POD): bailid sonrai leis na dualgais a
bhaineann le bunachar sonraf daltai ar-line na ROS a chomhlionadh.
Palasai um Chosaint Leanal

Polasai Frithbhulaiochta

Cad lompair

Palasai Clarichdin

Polasal um Usaid Inghlactha TFC.

Polasal Meastinaithe

Polasai um Qideachas Speisialta
Polasai Scéim lasachta Téacsieabhair
Polasal Teagmhas Criticidil

Palasal Tinrimh
PROISEALL DE REIR CEARTA AN ABHAR SONRA{

| nGaelscoil na Mara déanfar gach taifead ar shonraf pearsanta a phréisedil i
gcomhréir le cearta an dbhar sonrai. T4 an ceart ag an duine is dbhar do na

sonral:

L] Fios a bheith aige/alci cén sonral pearsanta atd 4 choimedd ag an scoil
alrfuirthi.

° larratas a dhéanamh rochtain a fhail ar aon sonraf atd 4 choimead ag ar
an rialathdir sonral air/uirthi

® Préisedil a chuid/cuid sonrai ar son margaiocht dhireach a chosc

° larraidh go geeartdfar a sonrad ma té stad michruinn,
larraidh go scriosfar a senral chomh luath is nach bhfuil sé ag teastdil nd
neamhabharach

Sard ar Shonrai Pearsanta

° Is g4 aon eachtra sard ar shonrai pearsanta a thuairiscid d'Oifig an
Choimisinéara Chasaint Sonrai laistigh de 72 uair a chloig.
¢ Ma td an riosea ard ann go mbeidh cearta agus saoirsf an duine naddrtha

i mbaol de bharr na sdraithe sin, is ga do BB an dbhar senraé a chur ar an
eolas faoin sard pearsanta sonrai sin, gan mhoill.

L M3 bhionn proisedlach sonrai feasach ar shdrt ar shonrai pearsanta, s ga
do é seo a chur in itf don rialathdir senrai {BB} gan mhoill.

Deighledil 1e hiarratas ar rachtain ar shonraf

e Td duine ar bith i dteideal cdip a lorg de na senrai pearsanta a
coiméadtar faoi/fithi, ar iarratas i scribhinn.

. Is ga freagairt don iarratas sin laistigh de mhfamhain, D’'fhéadfadh sé
go mbeadh gd le sineadh ama m.sh. thar tréimhsi sacire

° Ni ghearrfar taille rochtana ach i gcadsanna eisceachidla sa chas go
mbionn na hiarratais athraiteach, gan bhunds nd iomarcach.

e Ni chuirfear sonrai pearsanta a bhaineann le duine aonair ar bith eile
seachas an dbhar sonrai ar fail.

EOLAS A CHUR AR FAIL AR AN NGUTHAN

Is gd d'fhostaithe a bhionn ag deighledil le fiosrichdin ar an nguthdn a bheith
ciramach faoi eolas pearsanta ata ag an scoil a nochtadh ar an nguthén. Is ceart
don fostai:

¢ larraidh ar an nglaoiteolr an t-jarratas a chur i seribhinn
& larratais casta a chur ar aghaidh ag an bpriomhaide
& Gan mothu faoi fhiacha eolas pearsanta a nochtadh

SOCRAITHE, ROIL & FREAGRACHTAF maidir le CUR i bhFEIDHM

Is é an BB an rialathdir sonrai agus is é an Priomhoide a chuireann an Polasai um
Chosaint Sonral | bhfeidhm ag cinntid go bhfuil cur amach ag an bhfoireann a
ldimhsedlann nd a mbionn rochtain acu ar Shonrai Pearsanta ar a geuid
freagrachtal um chosaint sonrai.

The following policies may be amang those cansidered:

o Pupil Online Database (POD): Collection of the data for the purpases of
complying with the Department of Education and Skills' pupil onfine
database.
¢  Child Protecticn Procedures

Anti-Bullying Procedures

Code of Behaviour

L

Enrolment Policy

ICT Acceptable Usage Policy
Assessment Poticy

Special Educational Needs Pelicy
Bock-Rental Policy

Critical incident Policy
e Attendance Policy

PROCESSING IN LINE WITH A DATA SUBJECT'S RIGHTS

Data in Gaelscoll na Mara will be processed in line with the data subject’s
rights. Data subjects have a right to:

e Know what personal data the school is keeping on them

¢ Reguest access to any data held about them by a data controller

e Prevent the processing of their data for direct-marketing purposes
s Ask to have inaccurate data amended

e Ask to have data erased once it is no longer necessary or irrelevant,

Personal Data Breaches

e Al incidents in which personal data has been put at risk must be
reported to the Office of the Data Protection Commissioner within 72
hours.

®  When the personal data breach is fikely to resuit in a high risk to the
rights and freedoms of natural persons, the BoM must communicate
the personal data breach te the data subject without undue delay.

e If a data processor becomes aware of s personal data breach, it must
hring this to the attention of the data controller {(BoM) without undue
delay.

¢ Dealing with a data access reguest Individuals are entitled to a copy of
thelr personal data on written request,

L Requests must be respanded to within one month, An extension may
be required e.g. over holiday periods

& No fee may be charged except in exceptional circumstances where the
requests are repetitive or manifestly unfounded or excassive.

& No personal data can be supplied relating to anather individual apart
from the data subject,

PROVIDING INFORMATION OVER THE PHONE

An employee dealing with telephone enquiries should be careful about disclosing
any personal information held by the school over the phone. In particular, the
employee should:
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e  Askthat the caller put their request in writing
e  Refer the request to the Principal for assistance in difficult situations
e  Not feel forced into disclosing personal information

IMPLEMENTATION ARRANGEMENTS, ROLES AND RESPONSIBILITIES

The BoM is the data controller and the Principal implements the Data Protection
Policy, ensuring that staff who handle or have access to Personal Data are familiar
with their data protection responsibilities.

Is iad na daoine seo a leanas at4 freagracht as gach gniomh a chur i bhfeidhm:

Rialathéir Sonrafi
Bord Bainistiochta Ghaelscoil na Mara

Cur i bhFeidhm an Pholasai
Priomhoide: Orflaith Ni Mhaicin

FAOMHADH & CUMARSAID

Faomhadh ag cruinnit BB ar an 13/11/24 agus sinithe ag an gCathaoirleach.
Taifead den faomhadh déanta ag an Runai i Miontuairisci an chruinnithe, Polasaf
um Chosaint Sonrai curtha suas ar shufomh ghréasdin na scoile agus tuimitheoiri
curtha ar an eolas faoi sa Tuairsic Aontaithe ar 15/11/24.

MONATOIREACHT a DHEANAMH ar CHUR | bhFEIDHM an PHOLASAI
Déanfaidh an Priomhoide, an fhoireann agus an Bord Bainistfochta monatéireacht
ar chur i bhfeidhm an Pholasai um Chosaint Sonral.

ATHBHREITHNIU & MEASUNU AN PHOLASA[

Déanfar athbhreithnit agus meastnu ar an bpolasai i ndiaidh bliana. Ba cheart go
dtabharfar aird ar fhaisnéis nd treoirlinte athraitheacha (e.g. 6n gCoimisinéir
Cosanta Sonrai, an Roinn Oideachais & Scileanna né & TUSLA), reachtaiocht &
aiseolas & thuisti/chaomhndiri, daltai, foireann na scoile agus daoine eile nuair a
bhionn athbhreithnit agus meastnd leandnach & dhéanamh. Déanfar an polasai a
leasti de réir mar is g4 | gcomhthéacs an athbhreithnithe agus an mheasunaithe
sin agus laistigh de chreatlach phleanila na scoile.

Faomhadh ag Bord Bainistiochta
Ratified by the Board of Management
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Ollibhéar de Burca
Cathaoirleach
Data: 13/11/2024

Orflaith Ni Mhaicin

Priomhoide
Data: 13/11/2024 i

THE FOLLOWING PERSONNEL HAVE RESPONSIBILITY FOR IMPLEMENTING THE
DATA PROTECTION POLICY:

Data Contraller
BoM Gaelscoil na Mara

IMPLEMENTATION OF POLICY
Principal: QOrflaith Ni Mhaicin

RATIFICATION & COMMUNICATION

Ratified at the BoM meeting on 13/11/24 and signed by Chairperson. Secretary
recorded the ratification in the Minutes of the meeting. School’s Data Protection
Policy uploaded on to school website and parents informed of same in the Agreed
Report from BOM on 15/11/24

MONITORING THE IMPLEMENTATION OF THE POLICY
The implementation of the Data Protection Policy shall be monitored by the
Principal, staff and the Board of Management.

REVIEWING AND EVALUATING THE POLICY

The policy will be reviewed and evaluated after 1 year. On-going review and
evaluation will take cognisance of changing information or guidelines (e.g. from
the Data Protection Commissioner, Department of Education and Skills or TUSLA),
legislation and feedback from parents/ guardians, students, school staff and
others. The policy will be revised as necessary in the light of such a review and
evaluation and within the framework of school planning.



AGUISIN 1 SCEIDEAL COINNEALA TAIFID DO SCOILEANNA

Taifid a bhaineann le DALTAl:

Tréimhse Coinnedla

Clarleabhair/Leabhair

Rollai Foirmeacha Clartchdin

Notai Smachta

Torthai Scridaithe Chaighdednaithe

Measunuithe Siceolafochta

Filtedin Riachtanais Oideachas Speisialta (SEN) /Pleananna
Oideachais Acnair (IEP’s)

Tuairisci Timpiste

Tuairisci/Taifid um Chosaint Leanaf

Achomhairc Ranndn 29 (5.29 Appeals)

Boird Agallaimh

Gan Chrioch

Coinnigh go mbionn an dalta 25 bliana d'aois
Coinnigh - Na Scrios Riamh

Coinnigh go mbionn an dalta 25 bliana daois
Coinnigh - Na Scrios Riamh

Coinnigh - Na Scrios Riamh

Coinnigh - N& Scrios Riamh
Coinnigh - Na Scrios Riamh
Coinnigh - Na Scrios Riamh

Scéim Marcdla

Ndtai an Bhoird Agallaimh

(iarratasoiri nar éiri leo)
larratais/Curriculum Vitea (CV's)
(larrataséiri a glaoghtar chun agallaimh)

Tréimhse Coinnedla

Taifid Foirne

18 mi i ndiaidh na hagallaimh + 6 mhi ar fhaitios gur g& don
Binse Achomhairc um Chomhionannas a churinidl don scoil
go bhfuil éileamh & dhéanamh (2 bhliain)

Conradh Fostaiochta

Clard an Chomhairle Muinteoireachta

Taifid Ghrinnfhiosrichdin an Gharda Siochdna
Tuairisc Timpiste/Gortt ag an Obair

Tréimhsi Coinnedla

Taifid an Bhoird Bhainistiochta

Coinnigh ar feadh tréimhse na fostafochta + 7 mbliana
Coinnigh ar feadh tréimhse na fostaiochta + 7 mhliana
Coinnigh ar feadh tréimhse na fostaiochta + 7 mbliana

6 bliana le héileamh a dhéanamh in aghaidh na scoile agus
bliain 1 le himeachtai dli a sheirbhedil ar an scoil

Clér & Miontuairisci Cruinnithe Boird
Paigh Rolla & Cursai Canach
Sonraisc/Admhalacha

Cuntais Inilchta

Tréimhsi Coinnedla

Gan Chrioch
Eilionn OQifig na gCoimisinéiri loncaim tréimhe 6 bliana i
ndiaidh deireadh na bliana canach

Coinnigh ar feadh 7 mhliana Gan Chrioch

Cén fith go molann an Coimisitn um Chosaint Sonrai go
geoinnitear taifid ar leith go mbionn an iar-dhalta 25 bliana
d’aois?

Sé'n chuis ata leis seo nd go sroicheann an dalta ldan-aois agus
gur cheart go mbeadh tréimhse theorann 6 bliana ann ina
dhiaidh sin gur féidir leo éileamh a dhéanamh in aghaidh scail
maraon le bliain 1 eile le himeachtai dli a sheirbheail ar an
scoil. Leagann Reacht na dTréimhsi sios teorainn ama ar an
gceart gnfomhaiochta rud a chiallaionn nach féidir cas a
ghlacadhi ndiaidh an ama sin.



APPENDIX 1 DATA RETENTION PERIOD FOR SCHOOLS

Pupil Related

Retention Periods

School Register/Roll Books
Enrolment Forms

Disciplinary notes

Test Results —Standardised
Psychological Assessments etc.
SEN Files/IEPS

Accident Reports

Child Protection Reports/Records
S.29 Appeals

Indefinitely

Hold until Pupil is 25 Years
Never Destroy

Hold until pupil is 25 Years
Never Destroy

Never Destroy

Never Destroy

Never Destroy

Never Destroy

Interview Records

Retention Periods

Interview Board Marking Scheme

Board of Management notes
(for unsuccessful candidates)

Applications/Curriculum Vitae's (CV's)
(for candidates who were called to interview)

18 months from close of competition plus 6 months in case
Equality Tribunal needs to inform school thata claimis being
taken (2 years)

Staff Records

Retention Periods

Contract of Employment
Teaching Council Registration
Vetting Records

Accident/Injury at work Reports

Retention for duration of employment + 7 years

Retention for duration of employment + 7 years

Retention for duration of employment + 7 years

6 years to make a claim against the school plus 1 year for
proceedings to be served on school

BoM Records

Retention Periods

BOM Agenda and Minutes
Payroll & Taxation
Invoices/receipts

Audited Accounts

Indefinitely
Revenue require a 6-year period after the end of the tax year
Retain for 7 Years

Indefinitely

Why, in certain circumstances, does the Data Protection
Commission recommend the holding of records until the former
pupil has attained 25 years of age?
The reasoning is that a pupil reaches the age of majority at 18
years and that there should be a 6-year limitation period in
which it would be possible to take a claim against a school, plus
1 year for proceedings to be served on a school. The Statute of
Limitations imposes a limit on a right of action so that after a
prescribed period any action can be time barred.




