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Policy Statement
Mindset Sports & Learning Academy CIC is committed to protecting the privacy, confidentiality and security of personal information and to processing personal data fairly, lawfully and transparently in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
The organisation recognises the importance of safeguarding personal information relating to pupils, parents and carers, staff, volunteers, contractors and partner organisations. We are committed to ensuring that personal data is collected, used, stored, shared and disposed of responsibly and only for legitimate purposes.
Mindset Sports & Learning Academy CIC acknowledges that effective information management supports safeguarding, education, wellbeing and organisational operations. The organisation will take appropriate measures to protect personal information from unauthorised access, loss, misuse, disclosure or damage and will ensure that individuals’ rights are respected at all times.
All staff, volunteers and others working on behalf of the organisation are expected to comply with this policy and contribute to maintaining high standards of data protection, confidentiality and information security.

1. Purpose
The purpose of this policy is to ensure that Mindset Sports & Learning Academy CIC processes personal data lawfully, fairly, transparently and securely in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
This policy provides a framework for the collection, use, storage, sharing, retention and disposal of personal information and sets out the responsibilities of staff, volunteers, contractors and others working on behalf of the organisation in relation to data protection and confidentiality.
The policy supports the organisation’s commitment to protecting the privacy and rights of individuals whilst ensuring that information is managed appropriately to support safeguarding, education, wellbeing, operational effectiveness and compliance with legal obligations.

2. Scope
This policy applies to all staff, volunteers, contractors, consultants and other individuals working on behalf of Mindset Sports & Learning Academy CIC who collect, access, process, store, share or otherwise handle personal information as part of their role.
The policy applies to all personal data processed by the organisation, including information relating to pupils, parents and carers, employees, volunteers, visitors, partner organisations and other stakeholders. This includes information held in paper records, electronic systems, emails, databases, photographs, CCTV recordings and any other format in which personal data may be stored.
The policy applies to all activities involving the processing of personal data and should be read alongside relevant safeguarding, confidentiality, information sharing and data security procedures adopted by the organisation.

3. Aims of the Policy
The aims of this policy are to:
· Ensure that personal data is processed lawfully, fairly and transparently.
· Protect the privacy, confidentiality and rights of individuals whose information is held by the organisation.
· Promote compliance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other relevant legislation.
· Ensure that personal information is collected, used, stored, shared and disposed of securely and appropriately.
· Safeguard sensitive and confidential information relating to pupils, families, staff and partner organisations.
· Support effective information sharing where necessary to protect children and young people and fulfil safeguarding responsibilities.
· Promote a culture of accountability, confidentiality and information security throughout the organisation.
· Ensure that all staff understand their responsibilities in relation to data protection and the handling of personal information.
· Reduce the risk of data breaches, unauthorised access, loss or misuse of personal data.
· Maintain public confidence in the organisation’s ability to manage information responsibly and securely.

4. Roles & Responsibilities

4.1 Directors
The Directors are responsible for ensuring that appropriate data protection arrangements are in place and that the organisation complies with the requirements of the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other relevant legislation.
The Directors will oversee data protection arrangements, ensure that appropriate policies and procedures are implemented, promote a culture of confidentiality and information security, and take reasonable steps to protect personal information from unauthorised access, loss, misuse or disclosure.
4.2 Staff, Volunteers, Contractors
All staff, volunteers, contractors and others working on behalf of Mindset Sports & Learning Academy CIC are responsible for handling personal information appropriately and in accordance with this policy and organisational procedures.
Individuals must ensure that personal data is processed lawfully, kept secure, used only for legitimate purposes and shared only where there is a lawful basis to do so. Any concerns relating to data protection, confidentiality or information security must be reported promptly to the Directors.
All individuals are expected to maintain confidentiality, follow data protection procedures and contribute to protecting the privacy and rights of pupils, families, staff and other stakeholders.


5, Data protection Principles
Mindset Sports & Learning Academy CIC is committed to processing personal data in accordance with the principles set out within the UK General Data Protection Regulation (UK GDPR). The organisation will ensure that personal data is:
· Processed lawfully, fairly and transparently.
· Collected for specified, explicit and legitimate purposes and not used in a manner incompatible with those purposes.
· Adequate, relevant and limited to what is necessary in relation to the purposes for which it is processed.
· Accurate and, where necessary, kept up to date.
· Retained only for as long as necessary to fulfil the purposes for which it was collected.
· Processed in a manner that ensures appropriate security, including protection against unauthorised or unlawful processing, accidental loss, destruction or damage.
Mindset Sports & Learning Academy CIC is committed to demonstrating accountability for its data protection responsibilities and will implement appropriate policies, procedures and safeguards to ensure compliance with these principles.

5. Lawful Basis for Processing Personal data
Mindset Sports & Learning Academy CIC will only process personal data where there is a lawful basis to do so under the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
· The organisation may process personal data on a number of lawful bases, including:
· Compliance with a legal obligation.
· Performance of a contract.
· Consent, where required.
· Protection of vital interests.
· Performance of a task carried out in the public interest.
· Legitimate interests pursued by the organisation, provided these do not override the rights and freedoms of individuals.
Where special category data is processed, such as information relating to health, ethnicity, safeguarding, SEND or other sensitive matters, the organisation will ensure that an additional lawful condition for processing is identified and applied in accordance with relevant legislation.
Mindset Sports & Learning Academy CIC recognises that information may need to be shared without consent where there is a lawful basis to do so in order to safeguard and protect a child or young person from harm, fulfil legal obligations or support the welfare of learners.

7. Collection & Use of Personal Data
Mindset Sports & Learning Academy CIC collects and processes personal data only where it is necessary to support the delivery of its services, fulfil legal obligations, safeguard children and young people, manage employment relationships and operate effectively as an organisation.
Personal data may be collected from pupils, parents and carers, staff, volunteers, commissioning schools, local authorities and other authorised agencies. Information collected may include contact details, attendance records, educational information, safeguarding records, SEND information, medical information, employment records and other information required for legitimate organisational purposes.
The organisation will ensure that personal data is collected fairly, used only for lawful and specified purposes, kept accurate and up to date, and accessed only by individuals who have a legitimate need to know. Personal information will not be used for purposes that are incompatible with those for which it was originally collected unless permitted by law.
Mindset Sports & Learning Academy CIC is committed to minimising the amount of personal data collected and ensuring that information is processed in a manner that respects the privacy and rights of individuals.

8. Special Category data
Mindset Sports & Learning Academy CIC recognises that certain types of personal information require additional protection due to their sensitive nature. This includes information relating to health, disabilities, special educational needs and disabilities (SEND), ethnicity, safeguarding concerns and other categories of data defined as special category data under the UK General Data Protection Regulation (UK GDPR).
The organisation will only collect, use and share special category data where it is necessary, lawful and supported by an appropriate legal basis and condition for processing. Access to such information will be restricted to those who have a legitimate need to know in order to fulfil their professional responsibilities.
Appropriate measures will be implemented to protect special category data from unauthorised access, disclosure, loss, misuse or damage. Information will be handled confidentially and shared only where there is a lawful basis to do so, including where necessary to safeguard and promote the welfare of children and young people.
The organisation recognises the importance of maintaining the privacy and dignity of individuals and will ensure that special category data is processed with the highest standards of care and security.

9. Data Sharing & information Disclosure
Mindset Sports & Learning Academy CIC recognises that effective information sharing is essential to supporting education, safeguarding, wellbeing and the delivery of services. Personal data will only be shared where there is a lawful basis to do so and where the sharing of information is necessary, proportionate and appropriate.
Information may be shared with parents and carers, commissioning schools, local authorities, safeguarding partners, health professionals and other authorised agencies where this is required to support learners, fulfil legal obligations or protect the welfare of children and young people.
The organisation will ensure that information is shared securely, confidentially and only with individuals or organisations that have a legitimate need to know. Appropriate records will be maintained of significant information-sharing decisions where required.
Mindset Sports & Learning Academy CIC recognises that, in certain circumstances, information may need to be shared without consent where there is a lawful basis to do so, including where it is necessary to safeguard a child or young person, prevent harm, comply with legal obligations or support the administration of justice.

10. Data Security & Storage
Mindset Sports & Learning Academy CIC is committed to protecting personal data from unauthorised access, loss, misuse, disclosure, alteration or destruction. Appropriate technical and organisational measures will be implemented to ensure that personal information is stored and processed securely.
Personal data may be stored electronically or in paper format and will be protected through appropriate security arrangements, including secure systems, password protection, controlled access and secure storage facilities. Access to personal information will be restricted to individuals who require it for legitimate organisational purposes.
Staff, volunteers and contractors are responsible for handling personal information securely and must take reasonable steps to prevent unauthorised access, disclosure or loss of data. Any concerns relating to information security or the loss of personal data must be reported immediately to the Directors.
The organisation will regularly review its data security arrangements to ensure that personal information remains protected and that security measures remain appropriate to the nature and sensitivity of the data being processed.

11. Data Retention & Disposal
Mindset Sports & Learning Academy CIC will retain personal data only for as long as is necessary to fulfil the purposes for which it was collected, meet legal and regulatory requirements, support safeguarding responsibilities and protect the legitimate interests of the organisation.
The retention of records will be managed in accordance with relevant legislation, statutory guidance and organisational procedures. Personal data that is no longer required will be securely disposed of or deleted in a manner that prevents unauthorised access, disclosure or recovery.
Paper records containing personal information will be disposed of securely, and electronic records will be permanently deleted or destroyed using appropriate methods. Particular care will be taken when disposing of sensitive information, including safeguarding, medical and SEND records.
The organisation will review retained information periodically to ensure that records remain accurate, relevant and necessary and that personal data is not retained for longer than required.

12. Individual Rights
Mindset Sports & Learning Academy CIC is committed to respecting and protecting the rights of individuals in relation to their personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Individuals have a number of rights regarding the personal information held about them, including the right to be informed about how their data is used, the right to access their personal information, the right to request correction of inaccurate data and, in certain circumstances, the right to request the restriction, deletion or transfer of personal data.
The organisation will respond to requests relating to individual rights in a timely and lawful manner and will take reasonable steps to ensure that personal information is accurate, relevant and up to date.
Certain rights may be subject to legal exemptions or restrictions, particularly where information relates to safeguarding, legal obligations or the rights and freedoms of others.

14. Subject Access Requests
Mindset Sports & Learning Academy CIC recognises the right of individuals to access personal information held about them. Requests for access to personal data, known as Subject Access Requests (SARs), will be managed in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Individuals wishing to access their personal information should submit a request to the organisation. The organisation may take reasonable steps to verify the identity of the individual making the request before disclosing any information.
Subject Access Requests will be responded to within the timescales required by legislation and, where appropriate, individuals will be provided with access to the personal information held about them, together with relevant information regarding how that data is processed.
The organisation reserves the right to withhold or redact information where permitted by law, including where disclosure may affect the rights and freedoms of others, compromise safeguarding arrangements or be subject to a legal exemption.

15. Data Breaches
Mindset Sports & Learning Academy CIC takes all data breaches seriously and is committed to responding promptly and appropriately to any incident involving the loss, unauthorised access, disclosure, alteration or destruction of personal data.
All actual, suspected or potential data breaches must be reported immediately to the Directors so that appropriate action can be taken to contain the breach, assess the risks and minimise any potential impact on individuals and the organisation.
The organisation will investigate data breaches, maintain appropriate records and, where required, notify the Information Commissioner’s Office (ICO) and affected individuals in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Lessons learned from data breaches and security incidents will be used to strengthen information security arrangements, improve practices and reduce the risk of future occurrences.
16. Training & Awareness
Mindset Sports & Learning Academy CIC is committed to promoting a culture of data protection, confidentiality and information security. All staff, volunteers, contractors and others working on behalf of the organisation are expected to understand their responsibilities in relation to the handling of personal information.
Appropriate data protection and information security training will be provided as part of induction and ongoing professional development. Training will support individuals in understanding data protection requirements, confidentiality obligations, information sharing responsibilities and the secure handling of personal data.
Staff will be expected to familiarise themselves with relevant policies, procedures and guidance and to seek advice where they are unsure how personal information should be managed. The organisation will provide updates and awareness activities where necessary to support compliance with data protection legislation and best practice.
The organisation will maintain appropriate records of training and take reasonable steps to ensure that individuals remain aware of their data protection responsibilities.

17. Monitoring & Review
Mindset Sports & Learning Academy CIC is committed to maintaining effective data protection arrangements and promoting a culture of continuous improvement in information governance, confidentiality and data security.
Data protection practices, information security measures, data sharing arrangements and compliance with this policy will be monitored periodically to ensure that personal information is managed lawfully, securely and in accordance with relevant legislation and organisational procedures.
This policy will be reviewed annually, or sooner where there are changes to legislation, regulatory guidance, organisational arrangements or following a significant data protection incident or breach. Lessons learned from audits, reviews, complaints, breaches or regulatory updates will be used to strengthen data protection practices and improve compliance.
The Directors are responsible for overseeing the implementation, monitoring and review of this policy and ensuring that appropriate action is taken to address any identified areas for improvement.
18. Linked Policies
This policy should be read alongside the following organisational policies and procedures:
· Safeguarding and Child Protection Policy
· Staff Code of Conduct / Staff Behaviour Policy
· Safer Recruitment Policy
· Low-Level Concerns Policy
· Allegations Against Staff Policy
· Whistleblowing Policy
· Online Safety Policy
· Attendance Policy
· Behaviour Policy
· SEND Policy
· Supporting Pupils with Medical Conditions Policy
· Health, Safety and Wellbeing Policy
· First Aid, Medical Support and Emergency Response Policy
· Complaints Policy
· CCTV Policy (where applicable)
· Photography and Media Consent Procedures (where applicable)
· Information Sharing Procedures
All policies and procedures are reviewed regularly to ensure compliance with legislation, regulatory requirements and organisational best practice.

Policy Information
Policy Owner: Stephen Maddocks, Director
Approved By: Directors
Date Approved: 30th May 2026
Review Date: May 2027
Version: 1.0

Mindset Sports & Learning Academy CIC
Inspire • Support • Empower
A Different Path. A Better Outcome.
Mindset Sports & Learning Academy CIC | GDPR & Data Protection Policy | Version 1.0

