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Statement 
GDPR stands for General Data Protection Regulation and replaces the previous Data Protection Directives that were in place. It was approved by the EU Parliament in 2016 and came into effect on 25th May 2018. 
GDPR states that personal data should be ‘processed fairly & lawfully’ and ‘collected for specified, explicit and legitimate purposes’ and that individuals data is not processed without their knowledge and is only processed with their ‘explicit’ consent. GDPR covers personal data relating to individuals. Shine On Stage is committed to protecting the rights and freedoms of individuals with respect to the processing of children's, parents, visitors and staff personal data. 
The Data Protection Act gives individuals the right to know what information is held about them. It provides a framework to ensure that personal information is handled properly. 
GDPR includes 7 rights for individuals 
1) The right to be informed 
Shine for Schools is a performing arts education provider and is required to collect and manage certain data. We need to know parent’s names, addresses, telephone numbers, email addresses. We need to know children’s’ full names, addresses, date of birth, along with any medical conditions or SEN requirements. Shine also stores LAMDA pin numbers for all current pupils but erases the details once the child has left. Shine must transfer pupil data to the LAMDA exam board for exam applications and this is done via LAMDA’s own electronic application process, Exam Track.
Shine is required to hold the following data on its teachers; names, addresses, email addresses, telephone numbers, date of birth, DBS (disclosure and barring service, formerly criminal bureau check) issuer, issue date and certificate number, insurance certificates, first aid certificates and bank details. We view photo ID to verify the individual but do not store photocopies of these. 
2) The right of access and rectification
At any point an individual can make a request relating to their data and Shine will provide a response (within 1 month). Shine can refuse a request, if we have a lawful obligation to retain data but we will inform the individual of the reasons for the rejection. The individual will have the right to complain to the ICO if they wish to appeal the decision. All members of Shine have access to their records via our online GDPR compliant system with Love Admin, and can make amendments to their data at any point without restriction.
3) The right to erasure 
You have the right to request the deletion of your data where there is no compelling reason for its continued use. However Shine has a legal duty to keep children’s and parents details for a reasonable time*. Shine retains children's accident and injury records until the child reaches 21 years, and child protection records until the child reaches 24 years. Staff records must be kept for 6 years after the teacher stops providing tuition for Shine, before they can be erased. Shine must also keep registers for accountancy purposes. This data is archived securely onsite and shredded after the legal retention period. 
4) The right to restrict processing 
Parents, visitors and staff can object to Shine processing their data. This means that records can be stored but must not be used in any way, for example reports or for communications. 
5) The right to data portability 
Shine requires data to be transferred from one IT system to another; such as from Shine to the Local Authority, for performance licences/exemptions, LAMDA for examinations, and financial reporting to Shine’s accountants, Wesley Cooper Ltd. These have their own policies and procedures in place in relation to GDPR. 
6) The right to object 
Parents, visitors and staff can object to their data being used for certain activities like marketing or research. 
7) The right not to be subject to automated decision-making including profiling. 
Automated decisions and profiling are used for marketing based organisations. Shine does not use personal data for such purposes. 
Storage and use of personal information 
All paper copies of children's and staff records are kept in a locked filing cabinet at the home of Principal, Alice Nicholson in Berkhamsted. These records are shredded after the retention period. Shine uses an online system www.loveadmin.co.uk which is GDPR compliant and keeps all current member’s data securely stored. If you are a current member, you also have full access to your own data.
Information about individual children is used in certain documents, such as rehearsal lists, attendance registers, safeguarding documents, and medication forms. These records are shredded or deleted after the relevant retention period. Information about adults including teachers and parent helpers is kept for the required retention period and then deleted or shredded.
Shine collects a large amount of personal data every year including; names and addresses of those on the waiting list. These records are deleted if the child does not attend or added to the child’s file and stored appropriately. 
Shine stores personal data held visually in photographs or video clips or as sound recordings, unless written withdrawal of consent was/is given. No names are stored with images in photo albums, displays, on the website or on Shine social media sites. From May 25th 2018 onwards we will be changing our policy and require all CURRENT and NEW pupils to give us written consent via our member form for us to use photos/videos of individual children in our marketing campaigns.
Access to the administrative computer is password protected and only Principal, Alice Nicholson has the password. Team members are given limited access rights to the online Love Admin system in order for them to record attendance, view outstanding fees and have access to contact details and medical details in case of an emergency and in order to fulfil their teaching responsibility. This access will be reviewed at the beginning of each term. If a team member ceases to teach for Shine, this access is immediately withdrawn. Each team member is a data controller in their own right and a compliance agreement between Shine and the team member will be signed and logged by 25th May 2018.
GDPR means that Shine must;
1) Manage and process personal data properly
2) Protect the individual’s rights to privacy
3) Provide an individual with access to all personal information held on them 
This Policy was written in 2022 by Alice Nicholson after completing “An Introduction to GDPR” training with Educare on 24/04/18
Policy review date: September 2023
*The most comprehensive information on record keeping for children is provided by the pre-school alliance and cited as a reference point for many schools. If you wish to view this please visit: 

https://www.pre-school.org.uk/sites/default/files/retention_periods_for_records_aug_13.pdf
Principal – Alice Nicholson, 2 Dellfield Close, Berkhamsted, HP41DS
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