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Data Management Policy
1. Purpose
The purpose of this policy is to ensure that all personal, academic, and administrative data held by the school is managed, stored, processed, and disposed of securely and lawfully, in compliance with the General Data Protection Regulation (GDPR) and relevant Irish data protection legislation. This policy supports effective governance, learner protection, and regulatory compliance.
2. Scope
This policy applies to all data collected, processed, and stored by the school, including data relating to:
· Students (prospective, current, and former)
· Staff (academic, administrative, and management)
· Agents, partners, and other stakeholders
It applies to all staff who access or process data as part of their role.
3. Types of Data Collected
The school collects and processes data including, but not limited to:
· Personal identification and contact details
· Academic records, attendance, assessments, and progression data
· Immigration-related documentation (where applicable)
· Financial and payment records
· Staff employment and qualification records
· Learner feedback and quality assurance data
Data is collected only where necessary for legitimate educational, administrative, or regulatory purposes.
4. Lawful Basis for Processing
Data is processed under one or more of the following lawful bases:
· Performance of a contract (e.g. course delivery and administration)
· Legal obligation (e.g. regulatory or immigration requirements)



· Legitimate interests (e.g. quality assurance and internal reporting)
· Consent, where required
5. Data Accuracy and Integrity
The school takes reasonable steps to ensure that data is:
· Accurate and up to date
· Relevant and limited to its stated purpose
· Reviewed and corrected when inaccuracies are identified
Students and staff are encouraged to notify the school of any changes to their personal information.
6. Data Storage and Security
· Data is stored securely in both electronic and physical formats.
· Access to data is restricted to authorised staff on a need-to-know basis.
· Electronic data is protected through password control, secure systems, and regular backups.
· Physical records are stored in locked cabinets or secure offices.
· Staff receive guidance on data protection and confidentiality as part of induction and ongoing training.
7. Data Retention
Data is retained only for as long as necessary to meet academic, administrative, and regulatory requirements.
· Academic and attendance records are retained in line with ACELS and ILEP requirements.
· Staff records are retained in accordance with employment and legal obligations.
· A data retention schedule is maintained and reviewed regularly.
8. Data Sharing
Data may be shared with external bodies only where required and appropriate, including:
· Regulatory and accreditation bodies (e.g. ACELS, QQI)
· Immigration authorities, where applicable



· External service providers under data processing agreements
No data is shared without a lawful basis, and appropriate safeguards are in place.
9. Data Subject Rights
In accordance with GDPR, individuals have the right to:
· Access their personal data
· Request correction or deletion of inaccurate data
· Restrict or object to processing in certain circumstances
· Lodge a complaint with the Data Protection Commission
Requests are handled in accordance with statutory timeframes.
10. Data Breach Management
The school has procedures in place to identify, report, and manage data breaches.
· Any suspected or actual data breach must be reported immediately to senior management.
· Breaches are assessed and, where required, reported to the Data Protection Commission within statutory deadlines.
· Corrective actions are documented and reviewed.
11. Roles and Responsibilities
· Management is responsible for ensuring compliance with this policy.
· Staff are responsible for handling data in accordance with procedures and maintaining confidentiality.
· A designated staff member oversees data protection compliance and record management.
12. Policy Review
This policy is reviewed annually, or sooner if required due to legislative or regulatory changes, to ensure ongoing compliance and effectiveness.
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