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Réamhraiteas agus Réasunaiocht

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

Baineann an polasai seo le foireann uile na scoile,
an Bord Bainistiochta, tuismitheoiri/caomhndiri,
daltai agus daoine eile (daltai ionchasacha n6
féideartha agus a dtuismitheoiri/a gcaomhnairi
agus iarratasoiri ar phoist foirne laistigh den scoil)
sa mhéid go mbaineann na bearta faoin bpolasai
leo. Storélfar sonrai go slan, ionas go gcosnaitear
faisnéis rdnda i gcomhlionadh na reachtaiochta
dbhartha. Leagtar amach sa pholasai seo an
bealach ina gcosnoidh an scoil sonrai pearsanta
agus sonrai iogaire. Déilealann an polasai seo plé
le sonrai ata claraithe ar phaipéar agus ata
claraithe ar an riomhaire.

Cuirtear an modh ‘Priobhaideachas d’Aonghnd’
i bhfeidhm i nGaelscoil Liatroma i dtaca le
Cosaint Sonrai. Ciallaionn sé seo go ndéantar
pleanail chiramach agus sonrai pearsanta a
mbailid lena chinntit gur cuid dilis iad na
pionsabail um chosaint sonrai d’aon choras
bailithe sonrai a cuirtear i bhfeidhm. Deéantar
inilchadh ar na sonrai pearsanta a coiméadtar le
1. go mbeidh fail ag daoine aonair ar a gcuid
sonrai pearsanta

2. cinntid go gcoinnitear iad go slan, sabhailte
3. modhanna um chosaint sonrai a chlaru

4. freagracht & trédhearcacht a fhorbairt

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 with (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 Liatroma 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

1. be able to provide access to individuals to their
data

2. ensure it is held securely

3. document our data protection procedures

4. enhance accountability and transparency




PRIONSABAIL um CHOSAINT SONRAI

Rialaitheoir sonrai is ea an Bord Bainistiochta ar
shonrai pearsanta a bhaineann lena bhfoireann,
daltai, tuismitheoiri/caomhnoiri 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-achoimril
a leanas a dhéanamh orthu:

1. Sonrai Pearsanta a fhail & a phroiseéil go
céir. Bailitear faisnéis ar dhaltai le cabhair 6
thuismitheoiri/chaomhndiri agus 6n bhfoireann.
Aistrionn na scoileanna ar ar fhreastail na daltai
roimhe seo, faisnéis. i dtaobh faisnéis ata &
coimead ag an scoil ar dhaoine eile (comhaltai
foirne, daoine a dhéanann iarratas ar phoist
laistigh den scoil, tuismitheoiri/caomhndiri daltai
etc.), is gnach go solathraionn na daoine an
fhaisnéis iad féin le toilid iomlan agus feasach
agus a cuireadh i dtoll a chéile fad a bhi siad
fostaithe no 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 Sonrai seo. Déanfar an fhaisnéis seo
a fhail agus a phraisedil go cair.

2. Toailiu

Mas de bhunds toilit a cuirtear sonrai pearsanta le
chéile (m.sh. sonrai até ag teastail le bheith ar
fhoireann spoirt/imeachtai iar-scoile né imeachtai
scoile roghnach ar bith eile) is ceart do thoillit a
bheith saor, feasach agus a bheith aistharraingthe
ag aon trath, gan an duine a bheith thios le pionos
no le diobhail. Lorgoidh Gaelscoil Liatroma
gniomh dearfach m.sh. tic a chur i mbosca/
doicimeéad a shiniu le toilit a chur in iul. Ta sé
ceadaithe toiliu a tharraingt siar uair ar bith.

3. Na coimead na sonrai ach amhain le
haghaidh criche sonraithe, sainraite & dleathai
amhain no nios mo.

Cuirfidh an BB daoine ar an eolas ar na ctiseanna
a mbailionn siad a sonrai agus cuirfidh siad
daoine ar an eolas ar an Usaid a bhainfidh siad as a
sonrai. Coimeadtar an fhaisnéis go leir agus aird
ag gach trath ar sharleas an duine.

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 obliged 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 Liatroma 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. Gan sonrai a phroiseail ach ar bhealai a
oireann do na cuspéiri a tugadh i dtosach baire
iad:

Ni phroiseélfar sonrai a bhaineann le daoine ach
ar bhealach ata ar aon dul leis an cuspoiri a
bailiodh iad. Ni nochtfar faisnéis ach ar bhonn
riachtanais, agus déanfar rochtain ar an bhfaisnéis
a riald go dian.

5. Coinnigh Sonrai Pearsanta slan sabhailte.
Ni féidir leo siud ach a bhfuil fiorchuis acu chun
amhlaidh a dhéanambh rochtain a fhail ar an
bhfaisnéis. Stdrailtear Sonrai Pearsanta faoi ghlas
i gcés taifead de ldimh & cosnaitear iad le
bogearrai ball doiteain agus le cosaint phasfhocail
i gcas sonrai a storailtear go leictreonach.
Cosnaitear sonrai pearsanta ata ar ghléasanna
iniompartha (ar nds riomhairi gluine) le pasfhocal
agus criptid.

6. Biodh Sonrai Pearsanta beacht, comhlan
agus suas chun data.

Ba cheart do dhaltai, tuismitheoiri/caomhndiri,
agus/né an fhoireann an scoil a chur ar an eolas ar
aon athru ar cheart don scoil a dhéanamh da
sonrai pearsanta agus/né sonrai pearsanta iogaire
lena chinntiu go bhfuil sonrai an duine aonair
cruinn, iomlan agus cothrom le data. A luaithe a
chuirfear ar an eolas iad, déanfaidh an scoil na
hathruithe riachtanacha ar na taifid abhartha. Nior
cheart taifid a athrd n6 a scriosadh, afach, gan an
t-Gdard ceart a fhail. M4 theastaionn athru/ceartd,
ba cheart don duine a dhéanfaidh an t-athru sin
nota a dhatd agus a shiniu ina dtugtar an t-udaru
sin agus an athrd/na hathruithe ata le déanamh ar
aon bhuntaifead/bhunchaipéis.

7. Déan cinnte de go bhfuil na sonrai
leordhéthanach, abhartha gan a bheith
iomarcach.

Ni bhaileofar agus ni storalfar ach an méid
faisnéise a theastaionn chun seirbhis
leordho6thanach a sholathar.

8. Gan an fhaisnéis a choimead nios faide na
mar is ga don chuspo6ir n6 do na cuspoiri
sonraithe ar tugadh i Mar riail ghinearalta,
coimeadfar an fhaisnéis don fhad a bheidh an
duine ag freastal ar an scoil. Ina dhiaidh sin,

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. Keep Personal Data safe and secure

Only those with a genuine reason for doing so may
gain access to the information. Personal Data is
securely stored under lock 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 laptops) are encrypted and
password-protected.

6. Keep Personal Data accurate, 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 and/or sensitive
personal data to ensure that the individual’s data is
accurate, complete and up-todate. 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




comhlionfaidh an scoil treoirlinte na Roinne
Oideachais agus Scileanna maidir le Sonrai
Pearsanta a storail a bhaineann le dalta. 1 gcas
combhaltai foirne, comhlionadh an scoil treoirlinte
na ROS agus ceanglais na gCoimisinéiri loncaim
araon maidir le taifid a choimead a bhaineann le
fostaithe. Anuas air sin, féadfaidh an scoil na
sonrai a choimead a bhaineann le duine ar feadh
fad nios faide ama chun foralacha abhartha an dli
a chomhlionadh agus/n6 chun éileamh a chosaint
faoin reachtaiocht fostaiochta agus/né faoi
chonradh agus/né faoin dli sibhialta. Féach tabla
Coinneail Taifid Scoile

9. Coip da sonrai pearsanta a sholathar d’aon
duine, ar iarraidh sin:

Té an ceart ag daoine fios a bheith acu cén sonrai
pearsanta ata & gcoimead futhu, cé aige a
gcoimeédtar iad agus cén cuspdir da gcoimeadtar
iad agus coip a fhail déibh, mas mian.

scoip

Baineann an Reachtaiocht um Chosaint Sonrai le
sonrai pearsanta a choimead agus a phroiseail, i
bhfoirm de laimh agus leictreonach araon. Is é
cuspoir an pholasai seo na cabhru leis an scoil a
ndualgais reachtdla a chomhlionadh, na dualgais
sitid a mhinit d’thoireann na Scoile, agus an
fhoireann, na daltai agus a dtuismitheoiri/a
gcaomhnoiri a chur ar an eolas faoi conas a
chaithfear lena sonrai.

Baineann an polasai le foireann uile na scoile, an
Bord Bainistiochta, tuismitheoiri/caomhnairi,
daltai agus daoine eile (daltai ionchasacha n6
féideartha agus a dtuismitheoiri/a gcaomhnairi,
agus iarratasoiri ar phoist foirne laistigh den scoil)
sa mhéid go laimhsealann n6 go bpréisealann an
scoil a Sonrai Pearsanta i gcaitheamh a
ndéilealacha leis an scoil.

DES guidelines on the storage of Personal Data
relating to a student. In the case of members of
staff, the school will 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 also
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 Record Retention table

9. Provide a copy 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

SCOPE

The Data Protection legislation applies 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 to 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 school) insofar as the school
handles or processes their Personal Data in the
course of their dealings with the school




Sainmhinid ar Théarmai um Chosaint Sonrai
Chun tuiscint cheart a fhail ar dhualgais na scoile i
leith Cosaint Sonrai, ta roinnt priomhthéarmai ann
ar cheart d’thoireann uile na scoile tuiscint a fhail
orthu:

Ciallaionn Sonrai Pearsanta sonrai a bhaineann le
duine aonair ata sainaitheanta no ar féidir é/i a
shainaithint cibé acu 6 na sonrai i gcomhar le
faisnéis eile ata faoi sheilbh, n6 ar décha go
mbeidh si faoi sheilbh na Rialaitheora Sonrai
(BB)

Rialathdir Sonrai

Ciallaionn sé seo duine aonair n6 aonan dli a
rialaionn inneachair agus Uséid sonrai pearsanta.
Is € an Bord Bainistiochta an rialaitheoir sonrai,
leis an bpriomhoide ag feidhmit ar son an Bhoird
Bhainistiochta chun na feidhmeanna i gceist a
chomhlionadh.

Sonrai:

Ciallaionn sin faisnéis i bhfoirm inar féidir i a
phroiseail. Airitear ann sonrai uathoibrithe
(faisnéis ar riomhaire no faisnéis a taifeadadh
chun i a chur ar riomhaire ar ball) agus
lamhshonrai (faisnéis a choimeadtar mar chuid de
choras comhaid abhartha no le hintinn a bheith ina
chuid de choras comhaid abhartha).

Céras Comhaid Abhartha:

Ciallaionn sé seo aon tacar d’fthaisnéis, biodh is
nach bhfuil sé riomhairithe, ata struchturtha tri
thagairt do dhaoine aonair, no tri thagairt do
chritéir i dtaobh daoine aonair, i dtreo is gur
furasta rochtain ar fhaisnéis shonrach i dtaobh
daoine aonair ar leith.

An Duine is Abhar do na Sonrai - An té is abhar
do na sonrai pearsanta

Prdiseail Sonrai — Aon phroisedil a deantar ar

shonrai, ina measc bheadh

e Bailiu, taifead agus coinneail sonrai

e Bailiu, eagrq, storail, athrt n6 leasu sonrai

e Ag innitchadh, dul i gcomhairle le no ag baint
usaide as na sonrai

e Sonrai a nochtadh tré iad a roinnt, a scaipeadh
no iad a chur ar fail

Definition of Data Protection Terms

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

Personal Data means any data relating to an
identified or identifiable person who is or can be
identified either from the data or from the data in
conjunction with other information 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 entity 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.

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:

e Obtaining, recording or keeping the data,

e Collecting, organising, storing, altering or
adapting the data

e Retrieving, consulting or using the data

e Disclosing the data by transmitting,
disseminating or otherwise making it available




e Sonrai a ailinig, a mheascadh, a bhlocail, a
ghlanadh amach no a scrios

Proisealai Sonrai — duine ar bith a dhéanann
préisedil ar eolas pearsanta thar cheann an
rialathoir sonrai, seachas fostai de chuid an
rialath6ir sonrai agus a dhéanann proisedil ar a
leithéid de shonrai mar chuid da ndualgais
fostaiochta, mar shampla, d’théadfadh gur fostai
de chomhlacht seachtarach a dhéanann proiseail
ar son an rialathoir sonrai. Leagann an
reachtaiocht um Chosaint Sonrai freagracht ar
chomhlachtai da leithéid i dtaca le proiseéil na
sonrai sin. [m.sh. Aladdin; Casey
Accounting/proiseail paigh srl.]

Tagraionn Sonrai Pearsanta logaire do Shonrai
Pearsanta maidir leis an meéid a leanas

e Bunadh cinioch n6 eitneach

e Tuairimi polaititla né creidimh reiligiinacha
no fhealsunacha

Slainte fhisicitil n6 meabhrach

Saol gnéis agus gléaschlaonadh

Sonrai géineolaiochta n6 bithmhéadaracha
Ciontuithe coiritla n6 cion a liomhnaiodh
Ballraiocht de cheardchumainn

Sara ar Shonrai Pearsanta — sarQ ar shlandail
riomhaireachta a chuisigh scrios timpisteach n6
neamhdhleathach, cailleadh, athrd, nochtadh
neamhudaraithe ar nd rochtain ar shonrai
pearsanta storailte nd proiseailte. Ciallaionn sé seo
comhghéilleadh no cailleadh sonrai pearsanta
cuma conas n6 ca dtarlaionn sé.

REASUNAIOCHT

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

Minitear sa pholasai seo cén sért sonrai a
bhailitear, cén fath a mbailitear iad, c& chomh
fada a storalfar iad agus cé leis a roinnfear iad.
Caitheann an scoil lena gcuid freagrachtai faoin
dli um Chosaint Sonrai go han-tromchuiseach,
agus is mian leo cleachtais shabhailte a chur i

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 processing of the data. [e.g.
Aladdin; Casey Accounting/wages processors etc.]

Special categories of Personal Data refers to
Personal Data regarding a person’s

e racial or ethnic origin

e political opinions or religious or philosophical
beliefs

physical or mental health

sexual life and sexual orientation

genetic and biometric data

criminal convictions or alleged offence

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




bhfeidhm chun sonrai pearsanta duine a chosaint.
Aithnitear, chomh maith, go n-éascaionn faisnéis
fhiricidil a chur i dtaifead go cruinn agus i a
storail go sabhailte measunu a dhéanamh ar an
bhfaisnéis agus a chur ar chumas an phriomhoide
agus an bhoird bhainistiochta chun cinnti a
dhéanamh maidir le redchtail éifeachtlil na
Scoile. Anuas air sin, baineann rithabhacht le
laimhseail éifeachtuil na sonrai lena chinntid go
bhfuil comhsheasmhacht agus leantnachas ann sa
chés go dtagann athr( ar an bpearsanra laistigh
den scoil agus den bhord bainistiochta.

DUALGAIS DHLITHIUIL EILE

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

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

e Faoi Alt 20 den Acht Oideachais (Leas), 2000,
ni mor don scoil clar a choimead de gach dalta
a fhreastalaionn ar an scoil.

e Faoi Alt 20(5) den Acht Oideachais (Leasu),
2000, ta dualgas ar phriomhoide chun faisnéis
airithe a chur in iul a bhaineann le freastal
linbh ar an scoil agus ceisteanna eile a
bhaineann le dul chun cinn oideachais an linbh
do phriomhoide scoile eile a bhfuil an leanbh
ag aistrid chuici. Seolann Gaelscoil Liatroma
cbip de Pas Oideachais an phaiste, deartha ag
an NCCA, ag priomhoide na meénscoile ina
bhfuil an dalta cléraithe. Sa chas go bhfuil
tuairisci ar dhaltai a scriobh daoine gairmiula
eile seachas foireann Ghaelscoil Liatroma ag
an scoil i bhfilteain daltai reatha, ni
ceadmbhach a leitheid de thuairisc a sheoladh
ar aghaidh ag an lar-Bhunscoil gan cead
soiléir i scribhinn a iarraidh agus a fhail 6
thuismitheoiri na ndaltai abhartha sin.

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 essential to
ensure that there is consistency and continuity
where there are changes of personnel within the
school and board of management.

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 Liatroma sends, by post, a copy of a
child’s Educational Passport, as provided by the
NCCA, to the principal of the Post-Primary
School in which the pupil has been enrolled.
Where reports on pupils which have been
completed by professionals, apart from
Gaelscoil Liatroma 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 of said pupils.




Faoi Alt 21 den Education (Welfare) Act,
2000, ni mor don scoil freastal nd
neamhfhreastal daltai ata claraithe ag an scoil
ar gach la scoile a chur i dtaifead.

Faoi Alt 28 den Acht Oideachais (Leasu),
2000, feadfaidh an Scoil Sonrai Pearsanta a
choimeédann siad a sholathar do chomhlachtai
airithe forordaithe (an Roinn Oideachais,
TUSLA, an Chomhairle Naisitinta um
Oideachas Speisialta agus scoileanna eile)
Caithfidh an BB a bheith sasta go n-usaidfear
iad do “chuspoir abhartha” (lena n-airitear
stair oideachais no oilitina duine a chur i
dtaifead n6 chun monatdireacht a dhéanamh ar
a ndul chun cinn oideachais n6 oilitna; nd
chun tabhairt faoi thaighde ar scrdduithe, pairt
a ghlacadh in oideachas agus in éifeachtacht
ghinearalta oideachais n6 oilitna).

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
Chombhairle go réasunta 6 thrath go chéile a
sholathar don Chombhairle Naisiunta um
Oideachas Speisialta (agus da bhfostaithe,
lena n-aireofai Eagraithe Riachtanais
Speisialta Oideachais).

Foréiltear san Acht um Shaorail Faisnéise,
1997, ceart cailithe chun rochtain a fhail ar
fhaisnéis ata & coimead ag comhlachtai poibli
nach riachtanach gur “sonrai pearsanta” até i
gceist leo i gcomhréir leis an reachtaiocht um
chosaint sonrai. Cé nach bhfuil formhér na
scoileanna faoi réir na reachtaiochta um
shaorail faisnéise faoi lathair, ma sholathair
scoil faisnéis do chomhlacht atd cumhdaithe
ag an Acht um Shaorail Faisnéise (ar nos na
Roinne Oideachais agus Scileanna etc.),
d’théadfai na taifid seo a nochtadh ma
dhéantar iarratas ar an gcomhlacht sin.

Faoi Alt 26(4) den Acht Slainte, 1947,
cuirfidh Scoil faoi deara go dtugtar gach ais
réaslinta (a4iseanna chun ainmneacha agus
seoltai dalta a fhreastalaionn ar an scoil san
aireamh) d’udaras sldinte a sheirbhedil fogra
orthu i leith cigireacht leighis, e.g. cigireacht
fiaclGireachta.

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

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).

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.

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.

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 Faoi Acht um Thus Aite do Leanai 2015: ta
freagrachtai ar na daoine faoi shainordu ata sa
scoil mi-usaid né failli leanai a thuairiscit do
TUSLA — an Ghniomhaireacht um Leanai
agus an Teaghlach (n6 i gcés éigeandala agus
nach bhfuil fail ar TUSLA, An Garda
Siochana).

GAOL le SPIORAD SAINIUIL na SCOILE

Déanfaidh Gaelscoil Liatroma an méid a leanas

e achur ar chumas gach dalta a lanchumas a
fhorbairt

e timpeallacht shabhailte agus shlan a sholathar
chun foghlaim inti

e meas ar éagsulacht luachanna, creideamh,
traidisiun, teangacha agus slite beatha a chur
chun cinn sa tsochai.

Ta de chuspdir againn na spriocanna seo a bhaint
amach agus meas & léirit ar phriobhaideacht agus
ar chearta um chosaint sonrai daltai, na foirne,
tuismitheoiri/caomhndiri agus daoine eile a
idirghniomhaionn linn.

Is mian leis an scoil na haidhmeanna/misin seo a
bhaint amach & meas iomlan & léirit ar chearta
daoine i leith priobhaideachta & cearta faoin
Reachtaiocht um Chosaint Sonrai.

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 evenet of an
emergency and the unavailability of TUSLA to
An Garda Siochana).

RELATIONSHIP to the CHARACTERISTIC

SPIRIT of the SCHOOL

Gaelscoil Liatroma seeks to

e enable each student to develop their full
potential

e provide a safe and secure environment for
learning

e promote respect for the diversity of values,
beliefs, traditions, languages and ways of life in
society.

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.




SONRAI PEARSANTA

I measc na dtaifead ar Shonrai Pearsanta ata a
gcoimead ag an scoil, 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 iarchomhaltai
foirne), d’fhéadfadh go mbainfeadh na taifid seo
le hiarratasdiri a dhéanann iarratas ar phoist
laistigh den scoil, muinteoiri faoi oilidint agus
mdinteoiri faoi phromhadh.

D’fthéadfai a aireamh leis na taifid foirne seo:
Ainm, seoladh & sonrai teagmhala, uimhir
PSP

Buntaifid iarratais agus cheapachain
(foirmeacha iarratais, scéimeanna marcala
agallaimh agus caipéisi eile a bhaineann le
hearct agus le roghna, ar nés
teistiméireachtai, torthai Ghrinnfhiosrichan an
Gharda Siochana agus measunuithe Medmark)
Taifead ar cheapachain le poist ardu céime
Sonrai faoi aslaithreacht fhaofa (sosanna
gairme, saoire thuismitheora, saoire staidéir
etc.)

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

Sonrai faoi ghearain agus/n6 chasaoid, lena n-
airitear comhairliichéin né plé innitlachta,
pleananna gniomhaiochta/ feabhsaithe/
measunachta agus taifead ar dhul chun cinn
Sonrai faoi aon timpisti/ghortuithe a tharla ar
réadmhaoin na scoile nd i dtaca leis an
gcomhalta foirne a thugann faoina ndualgais
scoile

Taifid ar aon tuairisci a rinne an scoil (n6 a
bhfostaithe) maidir leis an gcomhalta foirne
maidir leis an gcomhalta foirne do ranna Stait
agus/6 do ghniomhaireachtai eile faoin Acht
um Thas Aite do Leanai 2015.

(b) CUSPOIRI: Coimeéadtar taifid foirne do na
cuspoiri a leanas:

bainistiocht agus riarachan ghné na scoile
(anois agus amach anseo)

PERSONAL DATA

The Personal Data records held by the school may
include:

1. STAFF RECORDS:

(@ 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:

Name, address & contact details, PPS no.
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)

Record of appointments to promotion posts
Details of approved absences (career breaks,
parental leave, study leave, etc.)

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

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

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

+» the management and administration of school
business (now and in the future)

to facilitate the payment of staff and calculate
other benefits/ entitlements (including

X/
L %4
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e jocaiocht na foirne a éascu, agus chun
sochair/teidliochtai eile a riomh (lena néiritear
seirbhis inairithe chun iocaiochtai pinsin,
teidliochtai agus/n6 iocaiochtai iomarcaiochta
a riomh sa chas gur cui)

e jocaiochtai pinsin a éasci amach anseo

e bainistiocht acmhainni daonna.

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

e achur ar chumas na scoile chun a gcuid
dualgas a chomhlionadh mar fhostéir lena n-
airitear timpeallacht shabhailte éifeachtuil
oibre agus muinteoireachta a chaomhnu (lena
n-airitear a gcuid freagrachtai faoin Acht um
Shéabhailte, Slainte agus Leas ag an Obair,
2005) a chomhlionadh

e achur ar chumas na scoile chun na ceanglais a
leagann an Roinn Oideachais agus Scileanna,
na Coimisinéiri loncaim, an Chomhairle
Naisitinta um Oideachas Speisialta, TUSLA,
FSS, agus aon ranna agus/n6 gniomhaireachtai
rialtais, reachttla agus/no rialéla sios a
chomhlionadh

e an reachtaiocht a bhaineann leis an scoil a
chomhlionadh.

(c) LATHAIR & SLANDAIL

a. Coimeadtar taifid de laimh go slan, sabhailte
faoi ghlas i gcdmhadchaibinéid in oifig riarachain
glasailte agus gan teacht orthu ach ag fostaithe até
Udaraithe leis na sonrai sin a Uséid. Ni moér do na
fostaithe sin na sonrai sin a choinnedil faoi ran.

b. Coimeadtar taifead digiteach ar riomhairi a
bhfuil cosaint phasfhocail, bogearrai balla
daiteain agus leibhéil leordhéthanacha criptithe
orthu.

Bionn Céras Rogha Alaram lonraidh ar siul
lasmuigh d’uaireanta scoile.

reckonable service for the purpose of calculation
of pension payments, entitlements and/or
redundancy payments where relevant)

+¢ to facilitate pension payments in the future

+«* human resource management

+¢+ recording promotions made (documentation
relating to promotions applied for) and changes
in responsibilities, etc.

++ 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.

(c) LOCATION & SECURITY

a. 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.

b. Digital records are stored on password protected
computer with adequate encryption and firewall
software in a locked office.

The school has the intruder alarm activated during
out-of-school hours.
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2. TAIFID DALTAI:

(a) CATAGOIRI sonrai daltai: D’fhéadfai a
aireamh leo seo:

X/
L X4

X/
L X4

X/
°

X/
o

7/
°

Faisnéis a d’fhéadfai a lorg agus a chur i
dtaifead ar chlara agus a d’théadfai a chur le
chéile agus a bhailiu i gcaitheamh thréimhse
an dalta sa scoil. D’fhéadfai a aireamh leis na
taifid seo:

ainm, seoladh agus sonrai teagmhala, uimhir
PSP

data agus ait bhreithe

ainmneacha agus seoltai na dtuismitheoiri/na
gcaomhnoiri agus a sonrai teagmhala (lena n-
airitear aon socruithe speisialta maidir le
caomhndireacht, coimead no rochtain)
creideamh reiligiunach

bunadh cinioch no eitneach o ballraiocht de
phobal an Lucht Siuil, sa chas gur cui

cibé acu mas né mura sealbhdiri carta leighis
iad sitd (n6 a dtuismitheoiri)

cad i céad teanga an dalta agus cibé a
labhraitear teangacha eile sa bhaile.

aon choinniollacha abhartha speisialta (e.g.
riachtanais speisialta oideachais,
saincheisteanna slainte) a d’fhéadfadh bheith 1
gceist.

Faisnéis ar an iarthaifead acaduil (lena
nairitear tuairisci, teistiméireachtai,
measUnuithe agus taifid eile 6 aon
scoil(eanna) ar ar fhreastail an dalta roimhe
seo

Measunuithe siceolaiocha, siciatracha agus/n6
leighis

Taifid tinrimh

Grianghraif & iomhanna taifeadta de dhaltai
(lena n-airitear ag imeachtai scoile agus
éachtai a chur i dtaifead) a bainistitear de réir
polasai grianghraifeaddireachta na scoile, leis
seo.

Taifead acaduil — abhair ar a ndearnadh
staidéar, tascanna ranga, torthai scridaithe
faoi mar ata siad taifeadta ar thuairisci
oifigiula scoile

Taifid ar éachtai suntasacha

Taifid ar shaincheisteanna/imscraduithe
disciplineacha agus/n6 na smachtbhannai a
ghearrtar

Taifid eile, e.g. taifid ar aon
ghortuithe/timpisti tromchuiseacha etc. (Néta:

2. STUDENT RECORDS:

R/
A X4

X/ R/
LXGR X 4

X/ R/
LXGR X 4

X/
o

(@) CATEGORIES of student data may include:

Information 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

names and addresses of parents/guardians and
their contacdetails (including any special
arrangements with regard to guardianship,
custody or access)

religious belief

racial or ethnic origin

membership of the Traveller community, where
relevant

whether they (or their parents) are medical card
holders
what the child’s first language is and whether or
not other languages are spoken in the home
any relevant special conditions (e.g. special
educational needs, health issues etc.) which may
apply.

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

Psychological, psychiatric and/or medical
assessments

Attendance records

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

Academic record — subjects studied, class
assignments, examination results as recorded on
official school reports
Records of significant achievements
Records of disciplinary issues/investigations
and/or sanctions imposed
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)

Records of any reports the school (or its
employees) have made in respect of the student
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moltar chun tuismitheoiri a chur ar an eolas go
bhfuil teagmhas ar leith & chur i dtaifead)

+¢+ Taifid ar aon tuairisci a rinne an scoil (n6 a
bhfostaithe) maidir leis an dalta le ranna Stait
agus/né le gniomhaireachtai eile faoin Acht
Tus Aite do Leanai 2015.

(b) CUSPOIRI:

Coimeadtar taifid dalta do na cuspdiri a leanas:

e achur ar chumas gach dalta a lanchumas a
fhorbairt

e na ceanglais reachtaiochta né riarachain a
chomhlionadh

e achinntit gur féidir leis na daltai inchailithe
tairbhe a bhaint én mdinteoireacht abhartha n6
na tacaiochtai airgeadais breise

e tacu le teagasc reiligiunach a sholathar

e achur ar chumas teagmhail a dhéanamh le
tuismitheoiri/caomhndiri i gcas éigeandala n6
sa chas go nduntar an scoil, n6 chun
tuismitheoiri a chur ar an eolas ar dhul chun
cinn a linbh né chun tuismitheoiri a chur ar an
eolas ar imeachtai Scoile etc.

o freastal ar riachtanais oideachais, shoisialta,
fhisiciula agus mhothdchénacha an dalta

e glactar grianghraif agus iomhanna taifeadta
de dhaltai chun éachtai scoile a cheiliaradh,
bliainirisi a chur le chéile, laithrean gréasain a
bhunu, imeachtai scoile a chur i dtaifead, agus
chun taifead a choimeéad ar stair na scoile.
Glactar agus Usaidtear na taifid siud i
gcombhréir le Polasai ar Ghlacadh
Griangraifeanna & Raiteas Priomhaideachta
Suiomh Gréasain na Scoile.

e achinntit go gcomhlionann an dalta critéir
iontrala na scoile

e achinntit go gcomhlionann na daltai na
riachtanais aoise iosta do chlarichan
bunscoile.

e caipeéisiocht/faisnéis a sholathar faoin dalta
don Roinn Oideachais agus Scileanna, an
Chombhairle Naisiunta um Oideachas
Speisialta, TUSLA, agus scoileanna eile etc. i
gcomhlionadh an dli agus na dtreoracha a
eisionn ranna rialtais

e caipéisiocht/faisnéis/teistiméireachtai a
sholathar d’instititiidi dara leibhéal oideachais
a iarrann an dalta (n6 a dtuismitheoiri/a

to State departments and/or other agencies under
Children First Act 2015.

(b) PURPOSES:
The purposes for keeping student records include:

e 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

e to support the provision of religious instruction

e 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.

e to meet the educational, social, physical and
emotional requirements of the student

¢ 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 Photography
Policy and School Website Privacy Statement.

e 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 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.
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gcaomhnairi i gcas dalta faoi 18 mbliana
d’aois).

(c) LATHAIR & SLANDAIL

a. Coimeéadtar taifid de laimh go slan, sabhailte
faoi ghlas i gcdmhadchaibinéid in oifig riarachain
glaséilte agus gan teacht orthu ach ag fostaithe ata
Udaraithe leis na sonrai sin a Gsaid. Ni mor do na
fostaithe sin na sonrai sin a choinnedil faoi run.

b. Coimeadtar taifead digiteach ar riomhairi a
bhfuil cosaint phasfhocail, bogearrai balla
daiteain agus leibhéil leordhdthanacha criptithe
orthu.

Bionn Coras Rogha Alaram lonraidh ar sidl
lasmuigh d’uaireanta scoile.

3. TAIFID an BHOIRD BHAINISTIOCHTA:

(a) CATAGOIRI de shonrai an bhoird

bhainistiochta: D’fthéadfai a aireamh leo seo:

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

e Taifid maidir le ceapachain 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.

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

(c) LATHAIR & SLANDAIL Mar até thuas

(c) LOCATION & SECURITY

a. 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.

b. Digital records are stored on passwordprotected
computer with adequate encryption and firewall
software in a locked office.

The school has the intruder alarm activated during
out-of-school hours.

3. BOARD of MANAGEMENT RECORDS:

(@ 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)

e Records in relation to appointments to the board

e Minutes of board of management meetings and
correspondence to the board which may include
references to particular individuals.

(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

() LOCATION & SECURITY As above

14




4. TAIFID EILE

Coimeédfaidh an Gaelscoil Liatroma taifid eile a
bhaineann le daoine. Taifead de laimh a bheidh
san fhormaid ina gcoimeddtar na taifid seo
(comhad pearsanta laistigh de chomhad abhartha
comhdaithe) agus/né taifead riomhaire (bunachar
sonrai). Leagtar amach thios roinnt samplai de
shaghas na dtaifead eile a choimeadann an scoil
(ni liosta criochnaitheach an liosta seo):

CREIDIUNAITHE
(a) CATAGOIRI sonrai: féadfaidh an scoil roinnt
den fhaisnéis a leanas n6 an fhaisnéis go léir a
leanas a choimead faoi chreidiunaithe (ar daoine
féinfhostaithe roinnt diobh):
< ainm
seoladh
sonrai teagmhéla
uimhir PSP
sonrai canach
sonrai bainc agus
an méid a iocadh leo.

X/
L X4

*
°e
X/
L X4

*
°e
X/
L X4

*
°e

(b) CUSPOIRI:

Teastaionn an fhaisnéis chun gnathbhainistit agus
gnathriaradh a dhéanamh ar ghnoéthai airgeadais
na scoile, lena n-airitear sonraisc a ioc, cuntais
bhliantlla airgeadais a chur le chéile agus
iniGchtai agus imscraduithe a dhéanann na
Coimisinéiri loncaim a chomhlionadh.

(c) LATHAIR & SLANDAIL: | gcaibinéad slan
faoi ghlas in oifig an ranai

FOIRMEACHA AISIOCAIOCHT CANACH ar

4. OTHER RECORDS

Gaelscoil Liatroma 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 selfemployed
individuals):

name

address

contact details

PPS number

tax details

bank details and

amount paid.

3

S

R/
L X4

3

S

X3

*¢

3

S

X3

*¢

3

S

(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
complying with audits and investigations by the
Revenue Commissioners

(c) LOCATION & SECURITY:
cabinet in the secretary’s office

In a secure filing

CHARITY TAX-BACK FORMS

CHARTANACHT

(a) CATAGOIRI sonrai: féadfaidh an scoil na
sonrai a leanas a choimead maidir le deontdiri a
rinne tabhartais charthanula leis an scoil:

e ainm

* seoladh

* uimhir ghuthdin

e uimhir PSP

e rata canach

* sinill agus

* ollmhéid an tabhartais

(a) CATEGORIES of data: the school may hold the
following data in relation to donors who have made
charitable donations to the School:

* name

* address

* telephone number

* PPS number

* tax rate

* signature and

* the gross amount of the donation.
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(b) CUSPOIRI: T4 scoileanna i dteideal fail a
bheith acu ar an scéim faoiseamh canach do
thabhartais airgid a fhaigheann siad. Chun an
faoiseamh a éileamh, ni mér don deontdir
deimhnit (CHY2) a chomhlanu agus é a thabhairt
don scoil chun ligean doibh ollsuim na canach a
bhaineann leis an tabhartas a éileamh. Ar an
bhfaisnéis a iarrtar ar an deimhnil cui ta ainm,
seoladh, uimhir PSP, rata canach, uimhir
ghuthain, sinit an tuismitheora agus ollmhéid an
tabhartais. Coimeadann an Scoil seo i gcas go
ndéanann na Coimisinéiri loncaim initchadh.

(c) LATHAIR & SLANDAIL: Coinitear na
foirmeacha seo i gcaibinéad slan faoi ghlas in
oifig an ranai

IOMHANNA/TAIFID CCTV

(@) CATAGOIRI:

T4 CCTV suitedilte i nGaelscoil Liatroma

Ta ceamairi sUitedilte go seachtrach ar chuailli
timpeall ar an bhfoirgneamh agus ar aitreamh
na scoile.

Ta ceamairi suitedilte sa bhforhalla ag clidach
priomh dhoras isteach na scoile.

Féadfaidh cérais CCTV iomhanna den fhoireann,
daltai agus muintir an phobail a thaifeadadh a
thugann cuairt ar an aitreabh. T4 an lathair
féachanna lonnaithe in seomra coms na scoile.

(b) CUSPOIRI: Sabhailteacht agus slandail na
foirne, na ndaltai agus na gcuairteoiri agus
réadmhaoin agus trealamh na scoile a chosaint.

(c) LATHAIR & SLANDAIL:

Ta ceamarai lonnaithe go seachtrach agus go
hinmheanach faoi mar a shonraitear sa Pholasai
CCTV. Tatrealamh taifeadta lonnaithe i seomra
digiteach na scoile.

Ta cosc ar rochtain ar iomhanna/thaifeadtai ach ag
priomhoide agus leas-phriomhoide na scoile.
Coimeadtar taifeadtai ar feadh 28 14, seachas ma
theastaionn siad chun imscridd a dhéanamh ar
theagmhas. Féadtar féachaint ar
iomhanna/thaifeadtai né iad a chur ar fail don
Gharda Siochana de bhun Reachtaiocht um
Chosaint Sonrai.

(b) 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
school to allow it to claim the grossed up amount of
tax associated with the donation. The information
requested on the appropriate certificate is the
parents name, address, PPS number, tax rate,
telephone number, signature and the gross amount
of the donation. This is retained by the school in the
case of audit by the Revenue Commissioners

(c) LOCATION & SECURITY: These forms are
kept in a secure, locked cabinet in the secretary’s
office

CCTV IMAGES/RECORDINGS

(a) CATEGORIES:

CCTV is installed in Gaelscoil Liatroma

Cameras are installed externally on posts around
the school building and the school grounds.
Cameras are installed internally in the foyer
covering the main entrance to the school.

These CCTV systems may record images of staff,
students and members of the public who visit the
premises. The viewing station is in the school coms
room..

(b) PURPOSES: Safety and security of staff,
students and visitors and to safeguard school
property and equipment.

(c) LOCATION & SECURITY: Cameras are
located externally and internally as detailed in the
CCTV Policy. Recording equipment is located in
the comms room.

Access to images/recordings is restricted to the
principal & deputy principal of the school.
Recordings are retained for 28 days, except if
required for the investigation of an incident.
Images/recordings may be viewed or made available
to An Garda Siochana pursuant to Data Protection
Acts Legislation.
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TORTHAI MEASUNAITHE/SCRUDAITHE

(a) CATAGOIRI: Coimeéadfaidh an scoil sonrai ina
bhfuil torthai scrudaithe maidir lena ndaltai go
Iéir. Ina measc seo beidh, torthai scrudaithe ranga
agus torthai Scraduithe Chaighdeénaithe.

(b) CUSPOIRI: Is é an priomhchuspdir a
choimeédtar na torthai scrudaithe seo na chun
monatoireacht a dhéanamh ar dhul chun cinn dalta
agus chun bonn daingean a sholathar maidir
leibhéil gndthachtéla oideachais agus moltai don
todhchai. Féadtar na sonrai seo a bhailid ar
mhaithe le cuspadiri staitistitla/tuairiscithe, ar nos
tablai torthai a bhailid. Féadtar na sonrai seo a
aistrit chuig an Roinn Oideachais agus Scileanna,
an Chomhairle Naisiunta Curaclaim agus
Measunachta agus na comhlachtai siad
comhchosula eile.

(c) LATHAIR & SLANDAIL: Sébhéiltear torthai
na Scrudaithe Chaighdeénaithe go digiteach ar
choras bunachair ALADDIN sna scamaill.
Coimeadtar coipchrua de na torthai i gcaibinéad
slan faoi ghlas i seomra an mhuinteoir tacaiocht
foghlama. Coimeédann na muinteoiri torthai na
scridaithe ranga sna seomrai ranga. Coimeadtar
taifid de laimh go slén, sabhailte faoi ghlas i
gcaibinéid sa seomra. Coimeédtar taifead
digiteach ar an bhfreastalai scoile le riomhairi a
bhfuil cosaint phasfhocail, bogearrai balla
doitedin orthu.

TEASTAIS BREITHE & BAISTE

(a) CATAGOIR: Coimeadann an scoil coip de na
teastais seo a leanas

+» Teastas Breithe

% Teastas Baiste

L X4

(b) CUSPOIRI: Is é an priomhchuspoir a
choimeédtar na teastais seo na

a chinntid go gcomhlionann na daltai na
riachtanais aoise iosta do chlartuchan
bunscoile.

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

ASSESSMENT/EXAMINATION RESULTS

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

(b) PURPOSES: The main purpose for which these
examination results are held is to monitor a
student’s progress and to provide a sound basis for
advising them and their 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 school to which the pupils move.

(c) LOCATION & SECURITY: Standardised test
results are saved digitally on the ALADDIN
database in the cloud. Hardcopies of the results as
kept in a secure cabinet in the Learning Support
room. Class examination results are kept by the
teachers in their classrooms. Manual records are
kept in a secure, locked abinet in the classroom.
Digital records are stored on the school server via
password-protected laptops and with adequate
firewall software.

BIRTH & BAPTISMAL CERTIFICATES

(a) CATEGORIES: The School will hold a copy of
the following certificates:

% Birth Certificate

+«+ Baptismal Certificate

(b) PURPOSES: The main purpose for which these
certificates are held is

e to ensure that the student meets the school’s
admission criteria

to have access to specific information that is
required to populate the POD database.

to ensure that the student who wish to be
prepared for the sacraments meet the Catholic
Church requirements.
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e achinntid go gcomhlionann na daltai gur
mian leo go n-ullmhéfai do na sacraiminti iad

riachtanais na hEaglaise Chaitlicigh.

(c) LATHAIR & SLANDAIL: Coimeédtar cdip
chrua de na teastais go slan, sabhéilte faoi ghlas i
gcomhadchaibinéid san oifig riarachain. Scriostar
na Teastais Breithe nuair a thosaionn na daltai ar

scoil agus nuair a bhionn an bunachar POD lionta.

Coimeédtar cOipeanna de na Teastais Baiste 6 R2
go R6 agus scriostar iad ina dhiaidh sin nuair a
bhionn sacraimint an Chomaoin Naofa agus
sacraimint an Chdineartaithe glactha ag na daltai.

NASC LE POLASAITHE EILE & LE
SOLATHAR CURACLAIM

Is ga do pholasaithe scoile a bheith
comhsheasmhach lena chéile, laistigh de
chreatlach Phlean foriomlan na Scoile. Ba cheart
scridu a dhéanamh ar na polasaithe dbhartha até i
bhfeidhm cheana féin n6 até & bhforbairt n &
nathbhreithnid, agus tagairt & déanamh don
Pholasai um Chosaint Sonrai agus ba cheart dul i
ngleic le haon impleachtai a mbionn aige doibh.

D’fhéadfadh na beartais a leanas a bheith i measc
na mbeartas ar a ndéantar breithniu:

Bunachar Sonrai Daltai Ar-Line (POD) :
bailit sonrai leis na dualgais a bhaineann le
bunachar sonrai daltai ar-line na ROS a
chomhlionadh.

Polasai um Chosaint Leanai

Polasai Frithbhulaiochta

Cod lompair

Beartas um Usaid Substainti

Polasai Clartchain

Polasai um Uséid Inghlactha TFC.

Polasai MeasUnaithe

Polasai um QOideachas Speisialta

Polasai Leabharlanna

Polasai Scéim lasachta Téacsleabhair
Polasai Teagmhas Criticiuil

Polasai CCTV

Polasai Glactha Griangrafanna

Polasai Tinrimh

(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. Copies of the Baptismal Certificates are
kept from 2nd class to 6th class and destroyed there
after once both Communion and Confirmation
Sacraments have been received.

LINKS TO OTHER POLICIES & TO
CURRICULUM DELIVERY

Our school policies need to be consistent with one
another, within the framework of the overall School
Plan. Relevant school policies already in place or
being developed or reviewed, shall be examined
with reference to the Data Protection Policy and any
implications which it has for them shall be
addressed.

The following policies may be among those
considered:

Pupil Online Database (POD): Collection of the
data for the purposes of complying with the
Department of Education and Skills’ pupil
online database.

Child Protection Procedures

Anti-Bullying Procedures

Code of Behaviour

Substance Abuse Policy

Enrolment Policy

ICT Acceptable Usage Policy

Assessment Policy

Special Educational Needs Policy

Library Policy

Book-Rental Policy

Critical Incident Policy

CCTV Policy

Policy on taking of Photographs
Attendance Policy
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PROISEAIL DE REIR CEARTA AN ABHAR
SONRAI

| nGaelscoil Liatroma déanfar gach taifead ar
shonrai pearsanta a phroiseail i gcomhréir le
cearta an abhar sonrai. T4 an ceart ag an duine is
abhar do na sonrai:

¢+ Fios a bheith aige/aici cén sonrai pearsanta ata
a choimead ag an scoil air/uirthi.

larratas a dhéanamh rochtain a fhéil ar aon
sonrai atd a choimead ag ar an rialathdir sonrai
air/uirthi

Proiseéil a chuid/cuid sonrai ar son
margaiocht dhireach a chosc

larraidh go gceartdfar a sonrai ma ta siad
michruinn.

larraidh go scriosfar a sonrai chomh luath is
nach bhfuil sé ag teastail n6 neamhébharach

X/
L X4

X/
L X4

X/
L X4

Proisealaithe Sonrai

Nuair a dhéanann scoil seachfhoinsit ar shonrai
go proisealai sonrai lasmuigh de lathair na scoile,
is ga de réir an dli conradh comhaontaithe scriofa
a chur i bhfeidhm (féach Réiteas Samplach um
Chosaint Sonrai). Sonraionn comhaontu trit pairti
Gaelscoil Liatroma an prdisedil ata le déanamh ar
na sonrai, na coiniallacha slandala a ghabhann leis
an bpraisedil agus gur ga na sonrai a scrios no a
thabhairt ar ais nuair ata an obair préiseala
criochnaithe né an conradh tagtha chun deiridh.

Sé&ra ar Shonrai Pearsanta

Is g& aon eachtra sarQ ar shonrai pearsanta a
thuairisciu d’Oifig an Choimisinéara Chosaint
Sonrai laistigh de 72 uair a chloig.

Ma té an riosca ard ann go mbeidh cearta agus
saoirsi an duine nadurtha i mbaol de bharr na
saraithe sin, is ga do BB an abhar sonrai a chur ar
an eolas faoin sar( pearsanta sonrai sin, gan
mhoill.

Ma bhionn préisealach sonrai feasach ar shart ar
shonrai pearsanta, is ga do é seo a chur in il don
rialathéir sonrai (BB) gan mhoill.

PROCESSING IN LINE WITH A DATA
SUBJECT’S RIGHTS

Data in Gaelscoil Liatroma will be processed in line
with the data subject's rights. Data subjects have a
right to:

X/
L X4

Know what personal data the school is keeping
on them

Request access to any data held about them by a
data controller

Prevent the processing of their data for direct-
marketing purposes

Ask to have inaccurate data amended

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

X/
°

X/
°

R/ X/
A XA X

Data Processors

Where the school outsources to a data processor off-
site, it is required by law to have a written contract
in place (see Written Third party service
agreement). Gaelscoil Liatroma’s third party
agreement specifies the conditions under which the
data may be processed, the security conditions
attaching to the processing of the data and that the
data must be deleted or returned upon completion or
termination of the contract.

Personal Data Breaches

All 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 likely to result in a
high risk to the rights and freedoms of natural
persons, the BoM must communicate the personal
data breach to the data subject without undue delay
If a data processor becomes aware of a personal
data breach, it must bring this to the attention of the
data controller (BoM) without undue delay.
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Deighleail le hlarratas ar rochtain ar shonrai

Ta duine ar bith i dteideal coip a lorg de na sonrai
pearsanta a coimeadtar faoi/faithi, ar iarratas i
scribhinn.

Is ga freagairt don iarratas sin laistigh de mhi
ambhain.

D’fhéadfadh sé go mbeadh ga le sineadh ama
m.sh. thar tréimhsi saoire

Ni ghearrfar taille rochtana ach i gcasanna
eisceachtlla sa chas go mbionn na hiarratais
athraiteach, gan bhunus né iomarcach.

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

EOLAS A CHUR AR FAIL AR AN
NGUTHAN

Is g& d’fhostaithe a bhionn ag deighleail le
fiosruchain ar an nguthén a bheith ciramach faoi
eolas pearsanta ata ag an scoil a nochtadh ar an
nguthan.

Is ceart don fostai:

larraidh ar an nglaoiteoir an t-iarratas a chur i
scribhinn

larratais casta a chur ar aghaidh ag an
bpriomhoide

Gan mothu faoi fhiacha eolas pearsanta a
nochtadh

SOCRAITHE, ROIL & FREAGRACHTAI
maidir le CUR i bhFEIDHM

Is é an BB an rialathdir sonrai agus is € an
Priomhoide a chuireann an Polasai um Chosaint
Sonrai i bhfeidhm ag cinntit go bhfuil cur amach
ag an bhfoireann a laimhseéalann né a mbionn
rochtain acu ar Shonrai Pearsanta ar a gcuid
freagrachtai um chosaint sonrai.

Is iad na daoine seo a leanas ata freagracht as
gach gniomh a chur i bhfeidhm:
Rialathdir Sonrai
Bord Bainistiochta Ghaelscoil Liatroma
Cur i bhFeidhm an Pholasai
Priomhoide :Caitriona Nic Chonchradha

Dealing with a data access request

Individuals are entitled to a copy of their personal
data on written request.

Request must be responded 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 excessive.

No personal data can be supplied relating to another
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:

Ask that the caller put their request in writing
Refer the request to the Principal for assistance
in difficult situations

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

The following personnel have responsibility for
implementing the Data Protection Policy:
Data Controller
BoM Gaelscoil Liatroma
Implementation of Policy
Principal: Caitriona Nic Chonchradha
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FAOMHADH & CUMARSAID

Faomhadh ag cruinnit BB ar an 02/10/2018 agus
sinithe ag an gCathaoirleach.

Taifead den faomhadh déanta ag an Runai i
Miontuairisci an chruinnithe.

Polasai um Chosaint Sonrai curtha suas ar
shuiomh ghréaséin na scoile agus tuimitheoiri
curtha ar an eolas faoi i nuachtlitir Deire Fomhair
2018.

MONATOIREACHT a DHEANAMH ar
CHUR | bhFEIDHM an PHOLASAI

Déanfaidh an Priomhoide, an fhoireann agus an
Bord Bainistiochta monatoireacht ar chur i
bhfeidhm an Pholasai um Chosaint Sonrai

ATHBHREITHNIU & MEASUNU AN
PHOLASAI

Déanfar athbhreithnit agus measunu ar an
bpolasai i ndiaidh dha bhliana.

Ba cheart go dtabharfar aird ar fhaisnéis né
treoirlinte athraitheacha (e.g. 6n gCoimisinéir
Cosanta Sonrai, an Roinn Oideachais & Scileanna
n6 6 TUSLA), reachtaiocht & aiseolas 6
thuisti/chaomhndiri, daltai, foireann na scoile agus
daoine eile nuair a bhionn athbhreithnid agus
measunu leantnach & dhéanamh.

Déanfar an polasai a leasu de réir mar is gé i
gcomhthéacs an athbhreithnithe agus an
mheasUnaithe sin agus laistigh de chreatlach
phleanala na scoile.

RATIFICATION & COMMUNICATION

Ratified at the BoM meeting on 02/10/2018 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
October 2018 Newsletter.

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 2
years.

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 review and evaluation and within the
framework of school planning

Faomhadh thar cheann an Bord Bainistiochta

= =

Ratified for & behalf of Board of Management

Data 02/10/2018

Séamus Caomhéanach (Cathaoirleach)
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