Polasai um Chosaint Sonrai Ginearalta (GDPR)
Gaelscoil Raifteiri

Réamhra

Cuireann Gaelscoil Raifteiri oscailteacht agus comhoibrit chun cinn idir an fhoireann, na tuismitheoiri agus na
daltai mar bhealach chun timpeallacht slén a chur ar fail inar féidir le paiste forbairt agus barr a chumais a bhaint
amach. Is fusa € seo a bhaint amach mé t4 oscailteacht, trédhearcacht agus comhoibrit ann idir an fhoireann,
na tuismitheoiri, na daltai agus pairtithe leasmhara eile. Cheap Foireann agus Bord Bainistiochta Gaelscoil
Raifteiri an beartas d'fhonn na taifid is ga a choimead a shainaithint agus d'fhonn rindacht agus nésanna
imeachta solaimhsithe a chinntit. Baineann na nésanna imeachta leis an rochtain a bhionn ag tuismitheoiri,
daltai agus pairtithe leasmhara ar dhoiciméid den chineal sin agus le stérail shabhéilte na sonrai.

Anseo i nGaelscoil Raifteiri, bailimid agus déanfaimid prdiséasail ar shonrai pearsanta an phaiste mar chuid den
phrdiséas de bhunoideachas a chur ar fail don phaiste, de réir na prionsabail de shonrai chosanta ginearalta.
(Aguisin 1). Chun ¢ seo a dhéanamh, uséaidimid an céras Aladdin chun sonrai an phaiste a chlaru ar an gcéras
bainistiochta eolais scoile seo. Ar an gcoras seo, ni Usaidtear na sonrai ach don chuis thuasluaite. Bionn
pasfhocal ag teastail 6 gach muinteoir agus tuismitheoir chun Aladdin a oscailt agus ta pas ag teastail chun
riomhaire an mhuinteora a oscailt.

Réasunaiocht

An tAcht Oideachais, Alt 9(g) a éilionn go dtabharfaidh scoil rochtain ar thaifid do dhaltai thar
18 mbliana d'aois agus a dtuismitheoiri;

2.
An tAcht Oideachais (Leas) 2000 - lena n-airitear forélacha a éilionn go geuirifidh scoil tuairisc
ar fail maidir le tinreamh, aistriu daltai go scoileanna eile agus cumarsaid leis an Oifigeach
Leasa Oideachais;

3.
An tAcht um Chosaint Sonrai 1998 agus an tAcht um Chosaint Sonrai (Leasu) 2003;

4,

Imlitir 0056/2011 - maidir le cur i bhfeidhm Straitéis
Litearthachta agus Uimhearthachta Naisilnta a bhaineann le Measunu;




Imlitir 0024/2013 - maidir le cdras na n-€ileamh ar line i mbunscoileanna aitheanta.

6. 0025/2015 - Priomhbhunachar Sonrai ar Line

7. (GDPR) Cosaint Sonrai 25u Bealtaine 2018

Riachtanas is ea beartas um chosaint sonrai agus choimead taifead chun a chinntiu go bhfuil nésanna imeachta
oiriunacha curtha i bhfeidhm ag an scoil maidir le freagracht agus trédhearcacht;

Is nds maith é taifead a choimead ar dhul chun cinn dalta ar mhaithe le riachtanais fhoghlama a
shainaithint;

o[ Caithfear beartas a chur i bhfeidhm chun a chinnti go gcomhlionann Gaelscoil Raifteiri an
reachtaiocht chomh maith le h-imlitreacha na roinne, mar shampla;

Scoip

Sonrai

Ciallaionn sin faisnéis i bhfoirm indr féidir i a phroiseail. Airitear ann sonrai uathoibrithe (faisnéis ar riomhaire né
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 chéras comhaid abhartha).

Céras Comhaid Abhartha

Ciallaionn sé seo aon tacar d'fhaisnéis, biodh is nach bhfuil sé riomhairithe, ata struchturtha tri thagairt do
dhaoine aonair, né tri thagairt do chritéir i dtaobh daoine aonair, i direo is gur furasta rochtain ar fhaisnéis
shonrach i dtaobh daoine aonair ar leith.

Sonrai Pearsanta

Ciallaionn sé seo sonrai a bhaineann le duine aonair gur féidir €/i a aithint 6 na sonrai né 6 na sonrai i dteannta
faisnéise eile ata i seilbh an Oifigeach Cosaint Sonrai.

Oifigeach Cosaint Sonrai

Ciallaionn sé seo duine aonair n6 aonan dli a rialaionn inneachair agus Usaid sonrai pearsanta. Is féidir an Bord
Bainistiochta na Scoile a mheas ina Rialaitheoir Sonrai, agus an Priomhoide ag feidhmiu ar son an Bhoird
Bhainistiochta chun na feidhmeanna an Oifigeach Cosaint Sonrai a chomhlionadh.

Treoirlinte

Glacann an Priomhoide ro6l an Oifigeach Cosaint Sonrai agus déanann sé maoirseacht ar chur i bhfeidhm na
reachtaiochta maidir le cosaint sonrai laistigh den scoil. Roinntear na sonrai ata faoi churam an Phriomhoide
faoi na fo-theidil seo a leanas:



(i) Sonrai Pearsanta:

Baineann na sonrai sin le sonrai pearsanta na ndaltai, mar shampla, ainm, seoladh, data breithe inscne,
naisiuntacht, bunadh eitneach (roghnaitheach), creideamh (roghnaitheach), sonrai leighis, eolas ar réim bia,
UPSP, sonrai theagmhala agus ainmneacha na dtuismitheoiri.

Coimeédtar na taifid sin i bhfoirm paipéir i gcofra faoi ghlas san oifig, agus i bhfoirm leictreonach ar bhunachar
sonrai na scoile — is € sin Aladdin i lathair na huaire. Ta fail ag an bPriomhoide, an Runai agus an
Chathaoirleach orthu mas ga.

(i) Taifid na nDaltai
Féach — Aguisin 3 do eolas iomlan

Coimeadann gach muinteoir ranga taifid na ndaltai agus t& bunchdip & choimead sna seomrai tacaiochta
foghlama. Chomh maith leis sin, baintear Usaid as bunachar sonrai scoile riomhairithe.

(iii) Sonrai Baill Foirne:

Baineann na sonrai seo le heolas pearsanta agus proifisiunta na baill foirne, mar shampla, ainm, seoladh, data
breithe, sonrai theagmhala, uimhir phérolla, taifid thinrimh, cailiochtai, taifid scoile, saoire bhreoiteachta,
Teastais 6n gComhairle Muinteoireachta, Teastais Ghrinnfhiosruchéin, Forbairt Leantach Ghairmiuil, CV,
tuairisceain scoile, ranganna a mhuineadh agus sinsearacht.

Coimeadtar na taifid seo i gcdfra faoi ghlas in oifig an runai agus ta fail ag an gCathaoirleach agus an
Priomhoide orthu.

(iv)Sonrai Riarachain:

Is éard ata sna sonrai seo:

o | Comhad Tuairisce ar Thimpiste

e | Riar Foirme Slanaiochta Leigheasanna

e | Polasaithe

e | Comhaid FSS

e | Cuntaisi

e | Tuairisci Tinrimh

Coimeéadtar cuid de na taifid seo i bhfoirm péipéir in oifig an runai, cuid eile in oifig an Phriomhoide. Coimeéadtar
cuid doibh i bhfoirm leictreonach ar bhunachar sonrai na scoile — is € sin Aladdin i lathair na huaire.

(v)Comhaid an Bhoird Bhainistiochta:

Combhaid an Bhoird Bhainistiochta lena n-airitear na sonrai seo a leanas de ghnéth:

e | Ainmneacha agus sonrai theagmhala gach ball den Bhord




e | Sonrai chruinnithe an Bhoird;

e | Cuntais scoile, iocaiochtai deontais, iocaiochtai sintilis scoile etc.

e | Miontuairisci chruinnithe an Bhoird

e | Comhfhreagras don Bhord ina bhféadfaidh tagairti do dhaoine aonair a bheith san aireamh

Coimeadann an Priomhoide, an Cathaoirleach né an Runai na taifid i bhfoirm paipéir agus ta siad ar fail i
bhfoirm leictreonach ar riomhaire an Phriomhoide.

(vi) Polasai Iniichadh na nGardai

Mar chuid de pholasai Iniuchadh na nGardai, déantar iniuchadh ar thuisti tri Phatran na scoile, a bheadh
teagmhail acu le paisti scoile agus iad ag tacu leis an scoil i rblanna éagsula. Ta an teolas a bhailitear
priomhaideach agus rinda agus is é an priomhoide agus duine ainmnithe én mBord Bainistiochta a fheicteann
an teolas amhain a thagann arais ¢ Phatrun na scoile. Ta an teolas seo dha storail in oifig an phriomhoide.

Fail ar thaifid

Beidh fail ag na grupai seo a leanas ar na sonrai leagtha amach thuas i gcas inarb abhartha agus iomchui;

e | Tuismitheoiri/caomhnairi

e | lardhaltai thar 18 mbliana d’aois

e | Feidhmeannacht na Seirbhise Slainte (FSS)

e | Pearsanra scoile ainmnithe thuas

e | Roinn Oideachais agus Scileanna

e | Bunscoileanna agus scoileanna dara leibhéal (i gcas inarb iomchui).

Caithfidh tuismitheoiri cead a thabhairt i bhfoirm scribhinn né tri riomhphost a sheoladh sa chas go n-aistritear
sonrai go gniomhairi lasmuigh, mar shampla, gairmithe slainte etc. Mas mian le gniomhairi lasmuigh fail ar
thaifid a iarraidh, caithfidh siad an t-iarratas a chur isteach i scribhinn. Ta an ceart chun scriosta agus
coigeartaithe sonrai ann més gé aon earraidi a cheartu — déantar é seo de réir an Udairaithe chui agus na
nosanna imeachta céanna i scribhinn chuig an tOifigeach Cosaint Sonrai.

Aqg Freagairt d’larratais

Tabharfaidh an Oifigeach Cosaint Sonrai freagra d'iarratas laistigh de 30 |& den iarratas.

Tuairisci Scoile Bliantiula

Uséidtear foirm thuairisce scoile chaighdeanaithe agus déantar é seo a eisidint i Mi an Mheithimh.

Storail



(i) Cuirtear taifid uile na ndaltai i dtaisce sa scoil ar feadh ocht mbliana théis don phaiste an scoil a
fhagail. Coimeadtar na taifid i gcomhad ata laistigh de sheomra storais agus ar bhunachar sonrai na
scoile. Féach Aguisin a 3 Ta na taifid agus na cdrais riomhairithe cosanta le pasfhocal.

(i) Cuirtear taifid gach ball foirne i dtaisce sa scoil faoi run.

(iii) Cuirtear na taifid eile i dtaisce de réir treoirlinte na roinne.

(iv) Coimeadann gach muinteoir proifil den dalta agus roinnt taifead ina s(h)eomra ranga f(h)éin agus
cuirtear ar aghaidh iad chuig an gcéad mhuinteoir eile nuair a bhogann an dalta go dti an chéad rang
eile.

(v) Coimeadtar na leabhair rolla lionta ar fad in &it den chineal céanna, chomh maith le samplai d’obair
na ndaltai agus proifili na ndaltai.

(vi) Déantar dramhphaipéir/asphriontai a stialladh/a dhiuscairt go curamach.

(vii)y | Tafail ag pearsanra Udaraithe amhain ar na taifid storailte.

Storais Sonrai Leictreonach

Déanfar sonrai na scoile a stérail den suiomh ag comhlacht ata fostaithe, ar nos Aladdin ata in Usaid faoi lathair.
Slanéfar méid airithe sonrai leictreonach sa scoil. Déanfar cinnte go bhfuil an teolas seo sabhailte agus criptiu
déanta air. Déanfar athstorail ar eolas/sonrai chuig an gcomhlacht até fostaithe ag an scoil. Déanfar cinnte go
bhfuil criptiu déanta agus an teolas a sheoladh agus aris fad is ata sé i dtaisce.

Traenail Foirne
Déanfar traenail foirne ar dhualgaisi cosaint sonrai ag tus gach scoil bhliain.
Tuairisciu Saru Sonrai

Ma dhéantar saru ar pholasai chosaint sonrai na scoile, déanfaidh Bord Bainistiochta na scoile an scéal a
fhiosru. Ma dhéantar saru n6 ma chailltear sonrai pearsanta 6n scoil, déanfar é a thuairisciu chuig Oifig an
Chomisinéir Cosaint Sonrai taobh istigh de 72 uair a chloig, fit muna bhfuil an himscrudu curtha i gerioch. Ma
cheaptar go dtiocfadh dochar do dhuine de bharr cas saru sonrai, cuirfear ar an teolas an duine chomh luath
agus is féidir.

Cead Griangraif
Lorgitear cead 6 thuisti ag tus gach scoilbhliain go nglacfar grianghriaf d& bpaiste ag 6caidi / gniomhaiochtai

scoile agus go n-usaidfi &€ sna medin shoisealta scoile. Is féidir aistarraingt a dhéanamh ar an gcead sin ag am
ar bith tri scribhinn chuig Bord Bainistiochta na scoile.

Coiste na dTuisti



Ta dualgaisi chosaint sonrai ar Choiste na dTuisti agus comhairle faighte acu 6n NPC ina leith.

Bionn grupai ranga ‘WhatsApp’ i bhfeidhm ag Coiste na dTuisti chun eolas a scaipeadh go héasca ar na tuisti
sa ghrupa. Glacann tuisnitheoiri le cod iompair aontaithe nuair a chlaraionn siad mar bhaill den ghrapa seo. Is
féidir aistarraingt a dhéanamh ar an gcead sin ag am ar bith ma fheictear nach bhfuil tuismitheoir ag cloi leis an
gcod aontaithe.

Critéir Reatha

e | Comhlionadh na nAchtanna Cosaint Sonrai agus Reacht na dTréimhsi

e | Fail éasca ar thaifid

o | Creat curtha ar bun ar mhaithe le héascaiocht tiomsaithe agus tuairisci a thabhairt

o | Storail taifead solaimhsithe

Rélanna & Freagrachtai

Cuirfidh foireann na scoile, faoi stitiir an Phriomhoide, an polasai i bhfeidhm agus déanfaidh siad monatoireacht
air. Déanfaidh gach muinteoir na trialacha ranga ar fad a cheapadh, a thabhairt amach agus a thaifead.
Déanfaidh an Priomhoide cinnte go gcoimeadtar na taifid agus go gcuirtear i dtaisce iad, go hairithe taifid na
ndaltai a aistreoidh go scoileanna eile.

Athbhreithniu
Déanfar athbhreithniu ar an bpolasai seo go rialta né mar is ga.
Daingniu agus Cumarsaid

Bunaiodh an polasai seo ar na treoirlinte um Chosaint Sonrai Ginearalta 2018.Cuirfear cdip den pholasai seo ar
fail do gach ball foirne agus do gach tuismitheoir tri shuiomh idirlin na scoile.

Sinithe: Data:
Cathaoirleach

Sinithe: Data:
Priomhoide



Aguisin 1: Prionsabail um Chosaint Sonrai

Is rialtdir sonrai € BB na scoile ar shonrai pearsanta a bhaineann lena fhoireann, mic léinn,
tuismitheoiri/caomhnairi agus baill eile de phobal na scoile san am ata thart, san am i lathair agus sa todhchai.
Mar sin, ta sé d'oibleagaid ar an mBord Bainistiochta cloi le prionsabail na cosanta sonrai ata leagtha amach
sna hAchtanna um Chosaint Sonrai 1988 go 2018 agus GDPR, ar féidir achoimre a dhéanamh orthu mar seo a
leanas:

1. | Sonrai Pearsanta a fhail agus a phroiseail go cothrom

Bailitear faisnéis ar mhic Iéinn le cabhair 6 thuismitheoiri/caomhndiri agus baill foirne. Aistritear faisnéis 6na
scoileanna roimhe seo freisin. Maidir le faisnéis a choinnionn an scoil ar dhacine aonair eile (baill den
fhoireann, daoine a dhéanann iarratas ar phoist laistigh den scoil, tuismitheoiri/caomhndiri mac Iéinn, srl.)
thar tréimhse a gcuid fostaiochta né teagmhala leis an scoil. Caitear le gach sonrai den sért sin de réir na
reachtaiochta um chosaint sonrai agus téarmai an bheartais um chosaint sonrai seo. Faighfear an fhaisnéis
agus déanfar iad a phroiseéil go cothrom.

2. | Toiliu

Sa chas go bhfuil toilit mar bhonn le solathar sonrai pearsanta, (m.shsonrai a theastaionn chun pairt a
ghlacadh i ngniomhaiocht foirne spairt/ iar-scoile n6 aon ghniomhaiocht scoile roghnach eile) caithfidh an
toilii a bheith ina chomhartha saor, sainitiil, eolasach agus gan athbhri ar abhar na sonrai mianta. Eileoidh
Gaelscoil Raifteiri gniomh soiléir, dearfach m.sh. tic a chur le bosca/doiciméad a shinid/cluaisina bhru ar
Aladdin chun toilit a léiriu. Is féidir toiliu a tharraingt siar ag abhair sonrai sna casanna seo

3. | Coinnigh é chun sainraite amhain né nios mé agus chun criocha dleathacha sonraithe.

4. | E a phroiseail ar bhealai amhain ata comhoiritinach leis na cuspéiri ar tugadh & ar dtds.

Ni dhéanfar sonrai a bhaineann le daoine aonair a phroiseail ach ar bhealach ata seasmhch leis na cuspairi
ar bailiodh é. Ni nochtfar faisnéis ach ar bhonn ‘riachtanas a fhios’, agus déanfar rochtain air a rialt go
docht.

5. | Sonrai Phearsanta a choinneail sabhailte agus slan

Ni fhéadfaidh ach iad sitd a bhfuil cuis dhilis acu le déanamh amhlaidh rochtain a fhail ar an bhfaisnéis.
Storailtear sonrai pearsanta go daingean faoi ghlas agus eochair i gcas taifid laimhe agus cosanta le
bogearrai riomhaireachta agus cosaint phasfhocal i gcas sonrai ata storailte go leictreonach. Ta feisti
iniompartha a storail sonrai pearsanta (mar shampla riomhairi gluine) criptithe agus cosanta ag pasfhocal

6. | Sonrai Pearsanta cruinn, iomlan agus cothrom le data a choimead




Ba choir do mhic léinn, do thuismitheoiri/do chaomhndiri, agus/n6 don fhoireann an scoil a chur ar an eolas
faoin athru ar bith gur cheart don scoil a dhéanamh da sonrai pearsanta agus/né da sonrai pearsanta
iogaire chun a chinntit go bhfuil sonrai an duine aonair cruinn, iomlan agus cothrom le data. Nuair a bheidh
sé ar an eolas, déanfaidh an scoil na hathruithe riachtanacha go Iéir ar na taifid abhartha. Ni féidir taifid a
athru né a scriosadh gan Udaru cui. Ma theastaionn athrd/ceartu, ansin ba chéir go dtabharfadh an duine a
dhéanann an t -athru sin néta ar fhiric an Udaraithe sin an t -athri/na n -athrt/na n -athruithe ata le
déanamh ar aon taifead bunaidh/doiciméad maraon le siniu an duine a dnéanann an t-athru agus data a n
t-athrd a chur leis.

7. | A chinntiu go bhfuil sé leordhdthanach, abhartha agus ni iomarcach

Ni dhéanfar ach an méid faisnéise riachtanach a theastaionn chun seirbhis leordh6thanach a sholathar a
bhailiu agus a storail.

8. | Gan é a choinneail nios faide na mar is ga chun na criche né na gcrioch sonraithe a tugadh dé

Mar riail ghinearalta, coinneofar an fhaisnéis ar feadh ré an duine aonair sa scoil. Ina dhiaidh sin,
comhlionfaidh an scoil treoirlinte DES maidir le sonrai pearsanta a stérail a bhaineann le mac léinn. | gcas
comhaltai foirne, comhlionfaidh an scoil treoirlinte DES agus riachtanais na gCoimisinéiri loncaim maidir le
taifid a choinneail a bhaineann le fostaithe. Féadfaidh an scoil na sonrai a bhaineann le duine aonair a
choinneail ar feadh tréimhse nios faide chun criocha foralacha abhartha an dli a chomhlionadh agus
no/éileamh a chosaint faoi reachtaiocht fostaiochta agus/né conartha agus/n6 dli sibhialta. Féach Aguisin 1.

9. Cdip déa gceuid sonrai pearsanta a sholathar d'aon duine ar iarratas

Ta sé de cheart ag daoine aonair a bheith ar an eolas agus rochtain a bheith acu ar chdip de shonrai
pearsanta a choinnitear futhu, cé acu, agus an cuspoéir a choinnitear ina leith.




Aguisin 2:

Sainmhiniu ar théarmai cosanta sonrai

D'fhonn oibleagaidi na scoile a thuiscint i gceart, ta roinnt priomhthéarmai ann, ar cheart do gach foireann scoile
abhartha a thuiscint.

Ciallaionn Sonrai Pearsanta aon sonrai a bhaineann le duine nadurtha aitheanta n6 inaitheanta mar dhuine
beo até no is féidir a aithint 6 na sonrai n6 6 na sonrai i gcomhar le faisnéis eile até i seilbh, n6 ar doigh dé a
bheith | seilbh an Sonrai Rialaitheoir (BB)

Is € an Sonrai Rialaitheoir na Bord Bainistiochta na scoile

Abhar Sonrai - Is duine aonair é ata ina abhar do shonrai pearsanta Préiseail Conrai - aon oibriocht né tacar
oibriochtai a dhéanamh ar shonrai, lena n -airitear:

° sonrai a fhail, a thaifeadadh n6 a choinneail

) sonrai a bhailiu, a eagru, a storail, a athrt né a oiriunu

° aisghabhail, dul i gcomhairle n6 usaid a bhaint as sonrai
[

sonrai a nochtadh tri € a tharchur, a scaipeadh né a chur ar fail ar shli eile

° sonrai a ailinit, a chomhcheangal, a bhlocail, a scriosadh né a scriosadh

Préisealai Sonrai - Duine a phrdisealann faisnéis phearsanta thar ceann rialaitheora sonrai, ach nach n-
airitear fostai de chuid rialaitheoir sonrai a phréisealann sonrai den sort sin le linn a bhfostaiochta, mar
shampla, d'fhéadfadh sé seo a bheith i gceist le fostai d'eagraiocht a thugann amach obair an rialaitheoir sonrai.
Cuireann an reachtaiocht um chosaint sonrai freagrachtai ar aonain den sért sin maidir lena bprdiseail na
sonrai. [Ba choir do scoileanna samplai a thabhairt anseo de na préisealaithe sonrai a Usaideann siad m.sh.
Aladdin; Sonrai; Proiseélaithe Cuntasaiochta/Péa Scoile].

Saru Sonrai Pearsanta - saru slandala as a dtiocfaidh scrios, caillteanas, athrd, nochtadh neamhudaraithe de
thaisme n6 neamhdhleathach, nd rochtain ar shonrai pearsanta a tharchuirtear, a storailtear né a phroiseailtear
ar shli eile. Ciallaionn sé seo aon chomhréiteach no caillteanas sonrai pearsanta, is cuma cén nd cén ait a
bhfuil sé storailte.



Aguisin 3

Sonrai na ndaltai

MR

COS

MOS

PO

AL

SF

Sonrai pearsanta an dalta

Sonrai leighis ata iogair

Tuairisci scoile

Measunaithe
Siceolaiochta/Clinicitla/Teiripe
Shaothair/Cumas Cainte agus
Teanga

Torthai na Triallacha Chaighdeanaithe

Taifid Thinrimh

Triail Scaghta, mar shampla, MIST agus
NRIT

Trialacha ceaptha ag muinteoiri. Ceapann
gach muinteoir ranga a theimpléad no a
teimpléad féin le haghaidh trialacha

Torthai 6 Thastalacha Diagndiseacha

Pleananna Oideachais Aonair

Sonrai ar Thacaiocht

Foghlama/Achmainni, mar shampla, taifid
de chead/diultiu

fail ar sheirbhisi

Tacaiocht

Foghlama/Acmhainni na scoil

10




MR

COS

MOS |(PO (R

AL

SF

Fillteain Féinmheastdireachta na ndaltai

Eolas teaghlaigh iomchui, mar shampla,
Orduithe Cuirte a bhaineann le
caomhnoireacht efc.

Sonrai maidir le
teagmhail iompraiochta n6 timpisti

Foirm Sinithe cead a thabhairt an dalta a
iompar ar thuras scoile/griangraifeanna a
ghlacadh/an idirlion a uséid

Treoir:

MR Muintoir Ranga

PO

Oifig on Phriomhoide

CTF Co-ordaitheoir

Oideachais Speisialta

Oifig on Runai

MTF

Muinteoir Oideachais Speisialta

SF

Seomra Foirne

AL Aladdin
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Aguisin 4

Storail Sabhailte agus na Tréimhsi ama gur choir sonrai/eolas airithe a choinneail.

Daltai

Tréimhse Ama le Sonrai a Choinneail

1.Scoil Claru/Leabhair Rollai
2.Foirmeacha iontrala

3.Nétai Smachta
4 Torthai na dTriallacha Chaighdeanaithe

5.Measunaithe Siceolasithe srl

6.Comhaid ROS/IEPS

7.Tuairisciu ar thimpisti

8.Caomhnu Leanai - Taifeadadh Tuairisciu
9.Achomharc Alt. 29.

Tréimhse éiginnte (retain indefinitely)

Coinnigh ar feadh ocht mbliana théis don dalta an scoil
a fhagail.

Né scrios riamh

Coinnigh ar feadh ocht mbliana théis don dalta an scoil
a fhagail.

Na scrios riamh
Na scrios riamh
Na scrios riamh
Na scrios riamh
Na scrios riamh

Agallamh - Taifeadadh do baille foirne

Tréimhse Ama le Sonrai a Choinneail

Bord Agallaimh & Scéim
Marcala & Notai an Bhoird Bainistiochta (d0 na
hiarratasoiri nar éiri leo)

18 mhi 6n spriocdhéata a bhi ann na h-iarratais a bheith
istigh agus 6 mhi lesi ma bhionn ar an mbinse
comhionnais (Equality Tribunal) an scoil a chur ar an
eolas go bhfuil éileamh (claim) ar bun.

An Fhoireann Scoile - Taifead

Tréimhse Ama le Sonrai a Choinneail

Conradh Fostaiochta. Claru leis an gComhairle
Muinteoireachta, taifid de ghrinnfhiosrichain na
nGardai srl. Timpiste/Gortu ar an suiomh oibre-
taifead.

Coinnitear ar feadh thréimhse iomlan an fhostaiocht

& 7 mblian

(6 bliana chun éileamh (claim) a dhéanamh i gcoinne na
scoile agus bliain amhain lesi chun imeachtai a
dhéileadh ar an scoil).

Bord Bainistiochta - Taifeadadh

Tréimhse Ama le Sonrai a Choinneail.

Bord Bainistiochta: Clar na cruinnithe agus
miontuairisci.

Tréimhse éiginnte (indefinitely)
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CST (Céras Slandala Teilifise)
Taifeadadh Go h-ionduil, coinnitear an taifeadadh ar feadh 28 1a

agus ansin glantar an taifeadadh go huathoibritheach. |
gcas prainne, is féidir an taifeadadh a choinneail chomh
fada is a bhionn sé riachtanach mas ga.

Pa Rolla - Cain Coimisinéiri loncaim - Tréimhse 6 bliana i ndiaidh
deireadh an bhliain caineach.

Sonraisce/Admhail Coinnigh ar feadh 7 mbliana

Imscrudu ar Cuntaisi Scoile Tréimhse éiginnte

Aguisin 5 - Appendix 5
Coiste na dTuismitheoiri — Treoirlinte

Tugann WhatsApp deiseanna deasa chun teagmhail agus cumarsaid a dhéanamh, chomh maith le heolas a
roinnt, saor in aisce. Anois, le Rialachain Ginearalta maidir le Coisaint Sonrai, RGCS, ni mor duinn go léir a
bheith nios curamai & n-usaid. Ma ta ta mar bhall de ghrupa tuisti soisialta, ba mhaith linn, Coiste na
dTuismitheoiri, moltai a thabhairt daocibh.

Cod Smachta d’Usaid WhatsApp:

° Biodh meas don chuis agus chuspdi an ghripa

° Coimead na teachtaireachtai deas eolach agus gonta.

° Seachain teachtaireachtai pearsanta, agus na bain Usaid as ainmneacha riamh

° T4 caomhnu paisti thar a bheith tabhachtach

° Bain Usaid a s focail ar an iomléan, agus gan an iomarca Usaid a bhaint as aon emoji, toisc go bhfuil
seé éasca mithuiscint a bheith ann

° Déan seiceail agus athsheicedil ar an teachtaireacht sula gcuireann tU suas é

° Bain Usaid as teachtaireachtai dearfacha i gconai

° N& déan dearmad go bhfuil WhatsApp ann chun eolas a roinnt amhain

° Biodh meas agat ar gach duine ata mar bhall an ghrupa

° Baineann an t-eolas le baill an ghrupa amhain

° Ni ceart go mbeadh teachtaireachtai léite n6 curtha suas ag éinne ach baill an ghripa

° Ba cheart a bheith fior-chiramach ag cur pictiuir n6 fisedin suas
Nior choir go mbeadh aon duine amhain ina riarthoir. Ba choir go ndéanfadh gach comhalta an

e | grupa a riaradh, rud a roinneann freagracht agus ag ligean do dhuine ar bith post a thogail sios ma
fheictear go bhfuil sé mi —oiriinach.
Aguisin 6:
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Suiomhanna Gréasain lena thuilleadh eolais:

POD Information:https://www.education.ie/en/The-Department/DataProtection/gdpr/parents-children/privacy-notice-
primary-onlinedatabase.pdf
www.scoilraifteiri.com

General Data Protection Regulation (GDPR)

Gaelscoil Raifteiri

Introductory Statement

Gaelscoil Raifteiri promotes openness and co-operation between staff, parents and pupils as a means towards
providing a caring environment through which a child can develop and grow to his or her full potential. This can best
be achieved where there is openness, transparency and co-operation between staff, parents, pupils and other
stakeholders. This policy was formulated by Staff and Board of Management of Gaelscoil Raifteiri to identify the
records required to be retained by the school to achieve this and to ensure confidentiality and manageable
procedures in relation to access to such records by parents, pupils and stakeholders and the safe storage of such
data.

In Gaelscoil Raifteiri, a child's personal data is gathered and processed for the purposes of administering a primary
school education to each child, in accordance with the eight data protection principles. (Appendix 1). To facilitate
this, each child's data s input into the school’s Management Information System, Aladdin Connect. Aladdin
Connect is a secure software as a service application which is owned and run by Cloudware Ltd. (T/A Aladdin
Schools), from where the data is only processed for the above purpose. A unique passcode is required for each
teacher and parent to log into Aladdin and every teacher’s computer has a password which is needed for access.

The Data Protection Policy of Gaelscoil Raifteiri 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 others (including 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. Data Protection Terms
are defined in Appendix 2.

Rationale

1. Education Act, Section 9(g) requiring a school to provide access to records to students over 18 and

14



their parents.

2. Education Welfare Act 2000 — including provisions requiring a school to report school attendance,
the transfer of pupils to other schools and communications with the Education Welfare Officer

Data Protection Act 1998 and the Data Protection (Amendment) Act 2003;

3.

4. Circular Letter 0056/2011 -regarding the implementation of the National Literacy and Numeracy
Strategy regarding Assessment;

d. Circular Letter 0024/2013 -regarding the online claims system in recognized primary schools.

6. 0025/2015 Primary Online Database (POD).

7 General Data Protection Regulation (GDPR)

A policy on data protection and record keeping is necessary to ensure that the school has proper procedures in
place in relation to accountability and transparency.

° It is good practice to record pupil progress so as to identify learning needs.

* A policy must be put in place to ensure a school complies with legislation and departmental circulars
such as:

Scope

Data

What is meant by data is information collected in a form that can be processed. For the purposes of this policy, 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

Personal Data

This refers to data belonging to an individual who is identifiable by this data or from any other personal data that
is in possession of the Data Protection Officer.
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Data Protection Officer

A data Protection Officer is the individual or staff which controls the contents and use of personal data. The
school Board of Management can be considered the Data Controller, with the Principal acting on behalf of the
Board of Management in exercising the functions of Data Protection Officer.

Guidelines

The Principal assumes the function of data Protection Officer and supervises the application of the Data
Protection legislation within the school. The data under the control of the Principal comes under the following
headings.

(i) Personal Data:

This data relates to personal details of pupils such as name, address, date of birth, gender, nationality, medical
details, dietary information, PPSN, contact details and parents’ names.

Parents/Guardians reserve the right not to disclose details related to ethnic origin/ background or religious
beliefs.

These records are retained in both manual form in a locked press in the Qifig an Runai and in electronic form on
the school database which is currently Aladdin.

(i)Pupil Records

See Appendix 3 for a full breakdown
Pupil records are held by each class teacher in a locked cabinet. A computerised school database is also used.

Psychological/Clinical/Occupational Therapy/Speech & Language Assessments are held in a locked cabinet in
the Learning Support Coordinator’s office, as well as the Principal’s office.

(iii)Staff Data:

This data relates to personal and professional details of the Staff such as name, address, date of birth, contact
details, payroll number, attendance records, qualifications, school records, sick leave, Teaching Council
Certificates, Vetting Certificates, Continuous Professional Development, curriculum vitae, school returns,
classes taught, seniority and supervision payments.

Staff records are held in a locked cabinet in the Secretary or the Principal’s office. The Chairperson, the
Principal and the School Secretary have access to these records.

(iv)JAdministrative Data:

This data includes data such as:

° Accident Report File
° Administration of Medicines Indemnity Form
° Policies
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° Health Service Executive files

° Accounts

° Attendance Reports, Roll Book, Registers

These records are retained in both manual form in Oifig an Runai, Oifig an Phriomhoide and in electronic form
on the school database which is currently Aladdin.

(v ) Board of Management files:
Board of Management files which may routinely include:

° The names and contact details of each member of the Board
° Details of appointments to the Board;
[ ]

School accounts, grant payments, school subscription payments etc.

° Minutes of Board meetings

¢ Correspondence to the board which may include references to individuals

These records are retained in the Principal’s office in manual form. The Principal, Secretary, Chairperson and
the Treasurer have access where appropriate. Some of these data are stored in electronic form on the school
server.

(vi)Garda Vetting Policy

As a part of our Garda Vetting Policy, parents who wish to volunteer their services to the school that may involve
direct contact with school children must be vetted through the school Patron. The information that is collected
and subsequently returned to the school by the Patron body is private and sensitive and can only be seen by the
school Principal and another named individual on the school Board of Management. This information is stored in
the Principal’s office.

Access to Records

The following will have access where relevant and appropriate to the data listed above;

° Parents/guardians

° Past pupils over 18

° Health Service Executive

° Designated school personnel (as specified above)
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° Department of Education & Skills

° First and second-level schools (where relevant).

Parental consent must be given in the event of data being transferred to outside agencies such as health
professionals etc. Parents/Guardians must give such consent in writing. Outside agencies requesting access to
records must do so in writing. The right to erasure or rectification of inaccurate information is available by
request in writing to the data protection officer.

Responding to Requests:

The Data Protection Officer will respond to requests within 30 days of receipt of request.

The Annual School Report Form:

A standardised school report form is used which is issued in June of each y

Storage

(i) All pupil records are stored in the school for 8 years after the pupil has left the school. Records
are retained on the school database. Other documents/ reports are stored indefinitely in secure
storage on the school premises Appendix 3. Access to computerized records are password
protected.

(i) All staff data is stored in a confidential manner.

(iii) All other data is stored in line with departmental guidelines.

(iv) A pupil profile and selection of records are held by each teacher in his/her individual classroom
and passed onto the next teacher as the child moves to the next class.

(v) All completed Roll books are kept in a similar location, along with samples of student work and
student profiles.

(vi) All waste paper /printouts are destroyed before disposal

(vii) Access to these stored files is restricted to authorized personnel only.

Electronic Data Storage

The school’s database will be hosted off the premises by a contracted third party (currently Aladdin). A limited
set of electronic records will be held in the school. The storage appliances for these records will be secured in
the building and the storage media encrypted. Backups will be made to an off-site (cloud-based) provider. These
backups will be encrypted in transit (over the internet to the provider) and at rest (stored on the provider's
appliances).
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Staff Training

A staff training session on Data Protection policies and procedures will be delivered in term 1 of every academic
year.

Data Breach Reporting

Any breach of the school’s data protection policies and procedures will result in an investigation by the Board of
Management. If the breach results in the loss or leakage of personal data it will be reported to the Office of the
Data Protection Commissioner within 72 hours, even if the investigation is not yet complete. Breaches that are
likely to bring harm to an individual — such as identity theft or breach of confidentiality — will also be notified
directly to the individuals concerned.

Consent for Photographs

Consent from parents for pupils to appear in photographs taken at school events with the possibility they may
appear on social media is sought at the beginning of each school year on the Aladdin Connect App. The
consent may be withdrawn at any time by notifying the Board of Management in writing. #

Parents’ Association

The Parents’ Association equally has data protection requirements to meet under the guidance of the National
Parents Council (NPC). The Parents’ Association organise class ‘Whatsapp' groups for ease of sharing
information etc. at each class level. Permission is sought in writing from the parents of each group. Consent may
be withdrawn at any time by notifying the chairperson of in writing.

Success Criteria

° Compliance with Data Protection Act and Statute of Limitations Act
° Easy access to records

° Framework in place for ease of compilation and reporting

° Manageable storage of records.

Roles and Responsibilities

The school staff, under the direction of the Principal will implement and monitor this policy. Individual teachers
will design, administer and record all in-class testing. The Principal will ensure records are maintained and
stored, particularly the records of students transferring to another school.

Review

This policy will be reviewed regularly or earlier if the need arises.

Ratification and Communication

This policy is based upon the GDPR regulations 2018. A copy of this policy will be made available to each

member of staff and each parent through the school website.
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Sinithe: Data:
Cathaoirleach

Sinithe: Data:
Priomhoide

Appendix 1: Data Protection Principles

The school BoM is a data controller of personal data relating to its past, present and future staff, students,
parents/quardians and other members of the school community. As such, the Board of Management 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 Raifteiri 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

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
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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-
to-date. 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 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 Appendix 1.

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.
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Appendix 2:

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 natural person i.e. a living individual 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 - is the Board of Management
of the school

Data Subject - is an individual who is the subject of personal data

Data Processing - performing any operation or set of operations on data, including:

° Obtaining, recording or keeping the data

° Collecting, organising, storing, altering or adapting the data
° Retrieving, consulting or using the data

[

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

° 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.
[Schools should give examples here of the Data Processors they use e.g. Aladdin; Databiz; School
accounting/wages processors;]

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
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Appendix 3

Pupils’ Personal Data

CT

LSC

LST

PO

AL

SR

Student’s Personal Details

Sensitive Medical Data

School Report Cards

Psychological/Clinical/Occu pational
Therapy/Speech and Language
Assessments

Standardized Test Results

Attendance Records

Screening Test such as MIST and
NRIT

Teacher - designed tests. Each
class teacher designs his/her own
test template

Diagnostic Test Reports

Individual Education Plans
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Learning Support/Resource Data
such as records of
permission/refusal to access
Learning Support

(LS/Resource Teaching (RT)
services in the school.

CT

LSC

LST

PO

SR

Portfolios of Student Work

Relevant family information such as
Court Orders re custody etc.

Details of behavioral or accidents

Photographs/School

Tours/use of internet at school -
parents/guardians sign a consent
form when a child becomes enrolled
in the school allowing their child
access.

Key

CT Class Teacher

PO

Principal’s Office

LSC

Learning Support Coordinator

Secretary’s Office

LST Learning Support Teacher

SR

Staff Room

AL Aladdin

RT

Resource Teacher
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Appendix 4

Recommendations regarding Safe storage and retention periods for different information.

Pupils

Retention Periods

1.School Register/Roll Books
2.Enrolment Forms

3.Disciplinary notes

4 Test Results - Standarised
5.Psychological Assessments etc.
6.SEN Files/IEPS

7.Accident Reports

8.Child Protection Reports/Records
9.Section 29 Appeals

Indefinitely

Hold until 8 years after the student leaves the school
Never Destroy

Hold until 8 years after the student leaves the school
Never Destroy

Never Destroy

Never Destroy

Never Destroy

Never Destroy

Interview Records For Staff

Retention Periods

Interview Board & Marking
Scheme & Board of Management notes (for
unsuccessful candidates)

18 months from close of competition plus 6 months in case
the Equality Tribunal needs to inform school that a claim is
taken.

Staff Records

Retention Periods

Contract of Employment,
Teaching Council
Registration, Vetting Records etc.

Retention for duration of employment & 7 years.
(6 years to make a claim against the school plus 1 year for
proceedings to be served on school)

Accident/Injury at work Reports

Board of Management Records

Retention Periods
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BOM Agenda and Minutes Indefinitely
CCTV Recordings 28 days normally. In event of criminal investigation
- as long as is necessary
Payroll Taxation Revenue require a 6 year period after the end of tax year
Invoices/Receipts Retain for 7 years
Audited A/C’s Indefinitely

Guidelines regarding use of WhatsApp

WhatsApp is an invaluable free forum for people to stay connected and to share any important information. Now,
with General Data Protection Regulation, GDPR, we must all be more careful than ever when using them. If you
are in a social parents WhatsApp group, we, Coiste na dTuismitheoiri na Gaelscoile recommend the following:

Code of conduct for using WhatsApp:

e | Respect the purpose and objective of the group.

e | Send short, informative messages.

e | Avoid personalised messages, and never use names.

e | Child safety is paramount.

e | Use words in the main, and only emoji’s sparingly, as they can be misinterpreted.

e | Check and recheck your message before posting.

e | Use positive comments at all times.

e | Remember WhatsApp is not a complaints forum; it is for information only.

e | Respect each WhatsApp user in the group.

e | Information is for group members only.

e | Reading and posting access should be restricted to group members.

® | Great care and discretion must be used in posting any picture or video content.

e | No one person should be an administrator. The group should be administered by all members,
thereby sharing responsibility and also allowing anyone to take down a post if it is seen to be
inappropriate.

Appendix 6:

26




Suiomhanna Gréasain lena thuilleadh eolais:

POD Information:https://www.education.ie/en/The-Department/DataProtection/gdpr/parents-children/privacy-
notice-primary-onlinedatabase.pdf

www.scoilraifteiri.com
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