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 A guide to Data Protection 
Some helpful hints for Parent Councils and PTAs 

 

Why should we think about Data Protection? 
 

From May 2018 Data Protection legislation changes means it is more important 
than ever to think about data protection. 
 
Many Parent Councils/PTAs collect contact details for parents and others to 
improve their methods of communication.  Having a Data Protection Policy will 
show people that your group is thinking about its responsibilities under Data 
Protection legislation.  It will show your group understands and conforms to: 
 

• The General Data Protection Regulation (GDPR) 
• Best practice when handling personal data 

 

A Data Protection Policy shows your group has thought about the protecting the 
rights of its volunteers, parents, and staff and will also safeguard committee 
members, who must be able to show they are following the regulations. 
 
Your group needs to show they are following GDPR by- 

• having data protection policies in place and 
• being able to prove that people have given you permission to hold their 

personal data. 
 
What is personal data? 
 
Personal data is any information which identifies an individual, including things like 
names, addresses, phone number, and email addresses. 
 

What does The General Data Protection Regulation say? 
 

The General Data Protection Regulation (GDPR) continues and builds on the main 
principles of the 1998 Data Protection Act: 
 

1. Personal data should be handled in a fair and lawful manner 
2. You can only keep personal data if people know it is being held and why, if 

it is for lawful purposes, and when informed consent is gained. You cannot 
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simply gather lists of people’s personal information for no particular 
purpose 

3. Any personal data stored must be relevant for the purpose stated 
4. Personal data must be accurate and kept up to date 
5. Personal data must not be stored for longer than necessary. Keeping details 

of people that you no longer need or use (for example, previous volunteers) 
is against the law 

6. Personal data must be kept securely 
7. Personal data can only be handled in a way which does not infringe the 

rights of individuals 
 
What has GDPR changed? 
 

1. GDPR gives people more rights to know how their personal data is being 
used 

2. The right to be ‘forgotten’ and their personal data deleted if they wish 
3. To be able to see what personal data is being held about them, and to make 

sure their personal data is correct 
4. Increased importance for the protection of children.  
5. Increased importance for not allowing people without permission to access 

others personal data, and 
6. If someone’s personal data has been accessed by people without 

permission, they have to be told what happened.   
 
‘Informed Consent’ 
The safest way to comply with GDPR is to make sure everyone you hold 
information on gives their ‘informed consent’. That means they have agreed to you 
holding data, and they know why, how and for how long you will use it.  
 
In other words you cannot hold information because people have not opted out, or 
just ask people to tick a box without giving them full information. They must also 
understand how they can withdraw consent. 
 
‘Legitimate Interests’ 
You may have heard of this term as a way to justify holding personal data without 
explicit consent. GDPR allows for data processing without consent but it would be 
very unlikely that a parent group could justify holding data in this way, so we 
strongly recommend gaining informed consent as the safest and most reliable 
way to comply with GDPR.  
 
Remember, you can get information to parents in ways that don’t need their 
personal data. For example, unaddressed leaflets sent home with pupils, or 
noticeboards in the school. 
 
If your group does not follow the principles of GDPR, they could face financial 
penalties by the Scottish Information Commissioner’s Office. The Connect 
membership linked insurance does not provide cover for illegal activity such as 
noncompliance with GPDR. 
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Should we contact the Information Commissioner’s office? 
 

You don’t need to register with the Commissioner if you only handle personal data 
for the purpose of:- 
 

• setting up and managing a database as a non-profit organisation 
• providing information about activities 

 

What should our Data Protection Policy look like? 
 

There is no one single Data Protection policy that your group can simply download 
and use unchanged, although Connect does have a sample policy to use as a 
guide.  Data protection is more about following the general principles rather than 
having a fixed set of rules.   
 

Things to consider: 
 

• Confidentiality – who will be gathering the data and how? 
• Security of data – where will the data be held and how secure is this? What 

will you do if someone without permission gets access? 
• Use of data – what is the purpose of gathering the data? Who will use it and 

how? 
• Storing and updating data – how long will you keep it, and how often will it 

be updated?  
• Movement of data- where data comes from, and where you might have to 

send it i.e. emails to an online service to produce your e-newsletter. 
• Consent – how will you get and record consent?  
• Children – if they are under 13, do you have consent from their 

parent/carer? 
• Making your volunteers and staff aware of the policy 
• Policy review date – how often will this be done? 

 
 
 
We would like to know 
 

Did you use this leaflet? 
Did you find it helpful? 
Please give us your comments 
 

Other leaflets available  
1. Data Protection – a template policy for PCs/PTAs 
2. What is a Parent Council? 
3. What is a PTA/PA? 
4. A Model Constitution   
5. So you want to become a Charity? 
6. Checklist for committee handover 

 

About Connect 
You may be interested to know that we offer our members a range of benefits 
including:  
 

• Free Information & Training Sessions 
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• Access to online meetings and surgeries 
• Our Backchat newsletter and E-Updates 
• Access to the member’s-only section on the Connect website 
• Regional Events and Annual Lecture 
• Telephone and email helpline 
• A wide variety of leaflets and other resources 

 
 

You are welcome to use information from this leaflet however, if you do please 
acknowledge Connect. 
 
March 2018 
Connect, Mansfield Traquair Centre, 15 Mansfield Place, Edinburgh, EH3 6BB 
Tel: 0131 474 6199 
Email: info@connect.scot   
Website: www.connect.scot 
 ConnectScot    @connect_scot 
 
  
 

http://www.connect.scot/
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