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About this notice
Cairn Education is an independent specialist school. We are the data controller for the personal information described in this notice. This means that we decide why and how that information is used and are responsible for keeping it safe.
This notice explains how we use information about learners, parents, carers, guardians and emergency contacts. It applies during enquiries and admissions, while a learner receives education or other services from us, and for the period in which records must be retained afterwards.
Where a learner is able to understand and exercise their own data protection rights, those rights belong to the learner. This is particularly relevant to learners aged 18 or over. Parents and carers may exercise rights on a learner's behalf where they have the appropriate authority, and it is in the learner's best interests.
Information we collect
Information about learners
Identity and contact details, including name, date of birth, address, contact information, identifiers and previous names.
Admissions and education information, including previous settings, attendance, timetable, learning activities, assessment, attainment, qualifications, course and destination information.
Special educational needs and disability information, including education, health and care plans, support plans, reasonable adjustments, risk assessments and professional advice.
Health and welfare information, including medical conditions, allergies, medication, dietary needs, accidents, incidents and emergency arrangements.
Safeguarding and pastoral information, including concerns, referrals, professional involvement, court orders and information about children in care or previously in care, where relevant.
Behaviour, engagement and progress information, including observations, reports, correspondence and records of meetings.
Funding, placement and contractual information, including local-authority arrangements, agreed provision, attendance patterns, fees and payments where relevant.
Technical information created through the use of school systems, including user accounts, access logs and device information.
Information about parents carers and other contacts
We may collect names, addresses, telephone numbers, email addresses, relationship to the learner, parental responsibility or other authority, communication preferences, emergency-contact and collection arrangements, correspondence, complaints, meeting records, and information needed to support the learner or protect their welfare.
Where the information comes from
Most information is provided by the learner, parent, carer or placing local authority. We may also receive information from previous education providers, health and social-care professionals, local authorities, examination and awarding bodies, careers services, the Department for Education, police, courts, safeguarding partners and other organisations involved in the learner's education, funding, health or welfare.
We also create information during the learner's time at Cairn Education through teaching, assessment, attendance monitoring, safeguarding, communications and the use of our systems. Where information is optional, we explain this when it is collected. We ask families to tell us when important information changes.
Why we use personal information
We use personal information to decide whether and how we can meet a learner's needs; provide education and personalised support; monitor attendance, progress and outcomes; administer examinations and qualifications; maintain a safe environment; safeguard children and adults at risk; manage health, medication and emergencies; communicate with families and professionals; arrange placements, transport, work experience and careers support; manage funding, contracts and payments; meet inspection and regulatory requirements; handle concerns and complaints; and protect our legal rights.
We do not sell personal information. We do not use personal information for unrelated commercial advertising.
Our lawful bases
We use personal information where it is necessary to meet our legal obligations, provide education and support under a contract, or pursue Cairn Education’s legitimate interests in operating an effective and secure independent school. We may also process information to protect someone’s life in an emergency or carry out a specific task in the public interest where this has a clear legal basis.
Relevant legal framework
Our processing is governed by the UK GDPR and the Data Protection Act 2018, as amended by the Data (Use and Access) Act 2025. Depending on the purpose, relevant requirements may also include the Education Act 1996; the Children Act 1989 and Children Act 2004; the Children and Families Act 2014; the Equality Act 2010; the Education (Independent School Standards) Regulations 2014; examination and awarding-body requirements; and current statutory safeguarding guidance, including Keeping Children Safe in Education 2026.
Who we share information with
We share information only where there is a lawful and necessary reason. Depending on the learner's circumstances, recipients may include:
the placing or funding local authority and other local authorities involved with the learner;
previous, current or future schools, colleges, training providers and alternative provisions;
health, social-care, safeguarding and early-help professionals;
examination boards, awarding organisations, the Learning Records Service and careers or destination services;
Ofsted or another authorised inspectorate, the Department for Education and other regulators where required;
police, courts, legal advisers, insurers and other bodies where disclosure is required or permitted by law;
emergency services where information is needed to protect life or safety.
Where possible, we will seek consent from the learner and/or their parent when sharing information. However, we may share information without consent where the law requires or permits this, including safeguarding a child or adult at risk, preventing serious harm, supporting the prevention or detection of crime, complying with a court order or meeting a statutory duty. Consent is not required where another lawful basis applies.
Service providers 
Some organisations process information on our behalf, including providers of Microsoft 365 and OneDrive, the management information system, Moodle, online learning and assessment systems, examination services, finance systems and secure IT support. Contracts require these processors to protect the information and use it only on our instructions.
How we protect information
We use access controls, individual accounts, multi-factor authentication where available, encryption, secure cloud storage, locked storage, anti-malware protection, backups, staff training, confidentiality requirements and procedures for secure sharing and disposal. Access is limited according to role and need. Suspected breaches are investigated and reported to the Information Commissioner's Office and affected individuals where the law requires this.
How long we keep information
We keep information only for as long as it is needed for the purpose for which it was collected, to meet legal or regulatory requirements, or to establish, exercise or defend legal claims. Different records have different retention periods, so we apply Cairn Education's retention schedule rather than a single blanket period.
Records may be kept longer where a safeguarding concern, complaint, legal claim, inquiry, investigation or preservation requirement makes this necessary. At the end of the retention period, information is securely deleted, destroyed or anonymised. A copy of the detailed retention schedule is available on request.
Your data protection rights
Depending on the circumstances and lawful basis, individuals may have the right to:
be informed about how their information is used;
ask for access to their personal information;
ask for inaccurate or incomplete information to be corrected;
ask for information to be erased in certain circumstances;
ask us to restrict how information is used in certain circumstances;
object to processing based on legitimate interests or a public task;
receive certain information in a portable format where the legal requirements are met;
withdraw consent at any time where consent is the lawful basis; and
challenge certain decisions made solely by automated means.
These rights are not absolute. For example, information may need to be retained or withheld to protect another person, comply with safeguarding duties or meet a legal obligation. We will explain any restriction that applies.
Making a request or raising a concern
To ask a question, exercise a right or make a data protection complaint, contact:
Rachael Thompson, Data Protection Officer
Email: rachaelthompson@cairneducation.co.uk
General enquiries: info@cairneducation.co.uk
We will acknowledge and investigate data protection complaints through our internal complaints process. We normally respond to information-rights requests without undue delay and within one month, although the law allows an extension for complex or numerous requests. We may ask for evidence of identity and, where someone acts for another person, evidence of their authority.
If you remain dissatisfied, you may complain to the Information Commissioner's Office. We would appreciate the opportunity to address the concern first, but you may contact the ICO at any time.
Information Commissioner's Office: ico.org.uk/make-a-complaint  |  Telephone: 0303 123 1113
Changes to this notice
We review this notice at least annually and sooner when our processing, systems, services or legal obligations change. The current version will be made available through Cairn Education and on our website. Significant changes will be brought to the attention of affected families and learners where appropriate.
Further information
Cairn Education website: www.cairneducation.co.uk
Department for Education data protection guidance: Data protection in schools
Information Commissioner's Office guidance: Your data protection rights
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