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POLICY ON HOLDING DATA

1. Purpose and Scope

This policy outlines how Oxford International Study Centre (OISC) collects, holds, stores, and disposes of personal data in compliance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. It applies to all staff, students, and host families associated with the Centre.

2. Data We Hold

We hold personal data for the following categories:

1. Administrative and Teaching Staff
· CVs, PAYE records, copies of passports, proof of address, copies of formal qualifications, employment history, right to work for whom it applies to, and contact details.

2. Host Families
· Records of visits, passport copies, gas certificates, accommodation details, names of permanent residents, and payment records.

3. Students
· Qualifications, personal details (e.g. home address, contact information), progress reports, passport copies, visa copies/immigration records where applicable, attendance data, and examination results.

4. All Staff (Academic and Residential)
· DBS records, references, and safeguarding compliance documentation.
5. CCTV Footage
· Footage from cameras located on the Centre’s premises, recorded for the purpose of security, safeguarding, and monitoring of the premises.

· CCTV data is stored securely and is accessible only to authorised personnel.

· Footage is retained for a maximum of 30 days (unless required for investigation or legal purposes).
All information is held confidentially and accessed only by authorised personnel.

3. Lawful Basis for Processing

Data is collected and processed for legitimate educational, administrative, and safeguarding purposes, in accordance with:

· Contractual obligations with staff, students, and host families.

· Legal requirements (e.g. safeguarding, payroll, right-to-work checks).

· Legitimate interests necessary for the effective running of the Centre.

4. Data Retention

Personal data will be retained for six (6) years after the individual’s relationship with OISC ends, unless the individual requests deletion earlier.
If a request for deletion is made within six months, records will be securely destroyed.

5. Data Storage and Security

· All personal data is stored securely, either electronically on password-protected systems or in locked physical storage.

· Access is restricted to authorised staff members only.

· Digital data is backed up securely and encrypted where applicable.

6. Data Sharing

Data is not shared with third parties unless required by law or necessary for operational purposes (e.g. examination boards, visa authorities, or safeguarding agencies).
Any sharing is conducted securely and in compliance with data protection laws.

7. Rights of Data Subjects

All individuals whose data is held by OISC have the right to:

· Access their personal data.

· Request correction or deletion of their data.

· Restrict or object to data processing.

· Lodge a complaint with the Information Commissioner’s Office (ICO).

Requests should be made in writing to the Vice Principal and the Principal of the College.

8. Data Disposal

At the end of the retention period, or upon request, personal data will be permanently deleted or shredded in a secure and verifiable manner.
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