
WESTMINSTER ADULT EDUCATION SERVICE 
Data Protection Policy 
 
1.0   Introduction and Scope 

 
This is a statement of data protection policy adopted by Westminster Adult Education 

Service 

. 
2. 0 Policy 
 
2.1    WAES needs to collect and use certain types of information about people with whom 
it deals in order to operate. These include current, past and prospective employees, current 
past and prospective students, sponsors, guarantors, suppliers, clients/customers, and 
others with whom it communicates.   In addition, it may occasionally be required by law to 
collect and use certain types of information of this kind to comply with the requirements of 
government departments. This personal information must be dealt with properly however it is 
collected, recorded and used - whether on paper, in a computer, or recorded on 
other material - and there are safeguards to ensure this in the Data Protection Act 1998. 
 
2.2  WAES regards the lawful and correct treatment of personal information as very 
important to its successful operations, and to maintaining confidence between those with 
whom we deal and ourselves. WAES aims to ensure that personal information is treated 
lawfully and correctly. To this end WAES fully endorses and adheres to the Principles of data 
protection, as set out in the Data Protection Act 1998. 
 
2.3  Specifically, the Principles of the Act require that personal information: 
 

• shall be processed fairly and lawfully and, in particular, shall not be processed unless 
specific conditions are met; 

• shall be obtained only for one or more specified and lawful purposes, and shall not 
be further processed in any manner incompatible with that purpose or those 

 purposes; 
• shall be adequate, relevant and not excessive in relation to the purpose or purposes 

for which they are processed; 
• shall be accurate and, where necessary, kept up to date; 
• shall not be kept for longer than is necessary for that purpose or those purposes; 
• shall be processed in accordance with the rights of data subjects under the Act; 
• appropriate technical and organisational measures shall be taken against 

unauthorised or unlawful processing of personal data and against accidental loss or 
 destruction of, or damage to, personal data; 

• shall not be transferred to a country or territory outside the European Economic Area 
unless that country or territory ensures an adequate level of protection for the 

 rights and freedoms of data subjects in relation to the processing of personal data. 
 
3.  Procedure 
 
3.1  Therefore, WAES will, through appropriate management and application of criteria 
and controls: 
 

• observe fully conditions regarding the fair collection and use of information; 
• meet its legal obligations to specify the purposes for which information is used; 
• collect and processes appropriate information, and only to the extent that it is needed 

to fulfil operational needs or to comply with any legal requirements; 



• ensure the quality of information used; 
• apply strict checks to determine the length of time information is held; 
• ensure that the rights of people about whom information is held, are able to be fully 

exercised under the Act. 
• take appropriate technical and organisational security measures to safeguard 

personal information; 
• ensure that personal information is not transferred abroad without suitable 

safeguards. 
 

3.2  In addition, WAES will ensure that: 
 

• there is someone with specific responsibility for data protection in the organisation. 
(Currently, the Nominated Person is the Director of Human Resources); 

• everyone managing and handling personal information understands that they are 
responsible for following good data protection practice; 

• everyone managing and handling personal information is appropriately trained to do 
so; 

• everyone managing and handling personal information is appropriately supervised; 
• anybody wanting to make enquiries about handling personal information knows what 

to do; 
• queries about handling personal information are promptly and courteously dealt with; 
• methods of handling personal information are clearly described; 
• regular review and audit is made of the way personal information is managed; 
• methods of handling personal information are regularly assessed and evaluated; 
• performance with handling personal information is regularly assessed and evaluated. 

 

4.0   RESPONSIBILITIES 

4.1 Responsibilities of Staff 

 All staff are responsible for: 

 Checking that any information that they provide to the Service in connection with their 

employment is accurate and up to date. 

 Informing Human Resources of any changes to information that they have provided, 

e.g. changes of address, either at the time of appointment or subsequently. The 

Service cannot be held responsible for any errors unless the staff member has 

informed HR of such changes. 

If and when, as part of their responsibilities, staff collect information about other people (e.g. 

about a student’s course work, opinions about ability, references to other academic 

institutions, or details of personal circumstances), they must comply with the guidelines for 

staff set out in the Service’s Data Protection Code of Practice. 

 

 



 

4.2  Obligations of Learners 

• Learners must ensure that all personal data provided to the Service is accurate and 

up to date. They must ensure that they notify their course tutor of changes of address 

etc  

4.3   Data Security 

4.3.1   All staff are responsible for ensuring that: 

 Any personal data that they hold is kept securely. 

 Personal information is not disclosed either orally or in writing or via Web pages or by 

any other means, accidentally or otherwise, to any unauthorised third party. 

4.3.2    Staff should note that unauthorised disclosure will usually be a disciplinary matter, 

 and may be considered gross misconduct in some cases. 

4.3.3.   Personal information should: 

 Be kept in a locked filing cabinet, drawer, or safe; or 

 If it is computerised, be coded, encrypted or password protected both on a local hard 

drive and on a network drive that is regularly backed up; and 

 If a copy is kept on a CD or other removable storage media, that media must itself be 

kept in a locked filing cabinet, drawer, or safe. 

4.3.4.  Further information on data security is given in the Service’s Data Protection Code of 

 Practice. 

4.4  Rights to Access Information 

4.4.1    All staff, students and other users are entitled to: 

 Know what information the Service holds and processes about them and why. 

 Know how to gain access to it. 

 Know how to keep it up to date. 

 Know what the Service is doing to comply with its obligations under the 1998 Act. 

4.4.2   This Policy document and the Service’s Data Protection Code of Practice address in 

particular the last three points above. To address the first point, the Service will, upon 

request, provide all staff and students and other relevant users with a statement regarding 



the personal data held about them. This will state all the types of data the Service holds and 

processes about them, and the reasons for which they are processed. 

4.4.3    All staff, students and other users have a right under the 1998 Act to access certain 

personal data being kept about them either on computer or in certain files. Any person who 

wishes to exercise this right should complete the Data Access Request Form and submit it to 

the designated member of staff. 

4.4.4   The Service will make a charge of £10 on each occasion that access is requested, 

although the Service has discretion to waive this. 

4.4.5  The Service aims to comply with requests for access to personal information as 

quickly as possible, but will ensure that it is provided within 40 days, as required by the 1998 

Act. 

 


