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Introduction 

In today’s digital landscape, educational institutions are
responsible for safeguarding the personal information of

students, staff, and parents. Compliance with data privacy
regulations such as GDPR, PDPA, and others is not just a legal

requirement—it’s essential for maintaining trust and protecting
your institution’s reputation. Use this comprehensive checklist

to assess and improve your current data privacy practices. 

1. Understand Your Data Privacy
Obligations 

Identify Applicable Regulations: Determine which
data privacy laws and regulations apply to your
institution (e.g., GDPR for schools in the EU, FERPA for
schools in the US). 

I

Educate Staff: Ensure all staff members are aware of
the institution’s data privacy obligations and
understand their role in maintaining compliance. 

E

Appoint a Data Protection Officer (DPO): If required
by law, designate a DPO to oversee data privacy
compliance and manage data protection efforts. 

A
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2. Conduct a Data Inventory 

Catalog all personal data collected,
stored, and processed by the institution,
including student records, staff
information, and parent contact details. 

Document how personal data is
collected, where it’s stored, how it’s
used, and who has access to it. 

IDENTIFY
PERSONAL DATA:

MAP DATA
FLOWS:

CLASSIFY DATA: 

Categorize data based on sensitivity
and legal requirements to determine
the appropriate level of protection. 
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3. Implement Data Security
Measures 

Ensure that only authorized
personnel have access to personal
data. Use role-based access
controls and regularly review access
permissions. 

Access Control: 

Encrypt sensitive personal data both
in transit and at rest to protect it
from unauthorized access. 

Encryption: 

Keep all systems, software, and
devices up to date with the latest
security patches to prevent
vulnerabilities. 

Regular Updates and
Patching
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4. Develop and Enforce Data
Privacy Policies 

Draft a clear and comprehensive
data privacy policy that outlines
how personal data is collected,

used, stored, and shared. Ensure
it’s easily accessible to all

stakeholders. 

Create a Data
Privacy
Policy:

Establish a data retention policy
that defines how long personal

data is kept and when it should be
securely deleted. 

Data
Retention

Policy: 

Obtain explicit consent from
individuals before collecting or
processing their personal data.
Keep records of consents and
allow individuals to withdraw

consent easily. 

Consent
Management: 
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5. Ensure Third-Party Compliance 

6. Prepare for Data Breaches 

Vendor Assessment:

 Evaluate all third-party vendors and service providers for their
data privacy practices. Ensure they comply with relevant data

protection regulations. 

Data Processing
Agreements: 

Establish contracts with third-party vendors that outline their
responsibilities and obligations regarding the protection of

personal data.

Develop a data breach response plan that includes steps for
identifying, containing, and mitigating the impact of a data
breach. 

Incident Response Plan

Ensure that the institution is prepared to notify affected
individuals and relevant authorities in the event of a data breach,
in accordance with legal requirements. 

Breach Notification Procedures:

Conduct regular training sessions and breach response drills to
ensure staff are prepared to respond effectively to a data breach. 

Training and Drills: 
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7. Regularly Review and Update Practices 

Conclusion 

By following this checklist, educational institutions can strengthen
their data privacy practices, ensure compliance with regulations, and
build trust with students, parents, and staff. PrivacyTrust is here to
help you navigate the complexities of data privacy and turn these
challenges into opportunities. If you need further assistance or a
detailed privacy audit, contact us today. 

Conduct regular audits of data privacy practices to identify
weaknesses and areas for improvement. 

Data Privacy Audits: 

Regularly review and update data privacy policies and
procedures to reflect changes in regulations, technology, and
institutional practices. 

Policy Review: 

Provide ongoing training for staff on data privacy best practices
and emerging threats. 

Continuous Training: 
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Trusted by Clients, Backed by Expertise 
What Our Clients Are Saying 

“PrivacyTrust transformed how we approach privacy compliance. Their expert guidance
not only improved our processes but also boosted customer trust significantly.” – Regina,
Edumind 

“With PrivacyTrust’s support, we navigated complex regulations effortlessly. Their team
made compliance straightforward and stress-free.” – Jackson, Greenwave 

Industry-Recognized Expertise 

PrivacyTrust is proud to partner with leading organizations like OneTrust, Acronis,
Microsoft, and Sophos. These partnerships reflect our industry-recognized expertise and
unwavering commitment to delivering trusted, compliant, and innovative privacy solutions. 
Join the growing list of businesses that trust PrivacyTrust to safeguard their privacy
practices and strengthen their reputation. Learn more about our services. 

Get Started with PrivacyTrust 

Ready to take action? PrivacyTrust provides free tools and resources to help you take that
first step with confidence: 

Privacy Assessment Tools: Identify gaps and evaluate your current privacy practice
with our PDPA Quick Assessment 
Actionable Checklists: Simplify compliance with easy-to-follow, step-by-step guides. 
Introductory Consultations: Speak with our experts to explore how we can support
your privacy journey. 

Your privacy compliance success starts here. Explore our free tools and resources or
connect with us for personalized guidance! 

Copyright © 2024 PrivacyTrustwww.privacytrust.sg

https://www.privacytrust.sg/services/
https://www.privacytrust.sg/?e-landing-page=pdpa-quick-assessment
https://outlook.office365.com/book/PrivacyTrustConsulting@beite.co/
https://www.privacytrust.sg/resources/
https://www.privacytrust.sg/


PrivacyTrust empowering businesses of all sizes to achieve data protection
and compliance with confidence. Our services are seamlessly integrated to
support Managed Service Providers (MSPs), small and medium-sized
businesses (SMBs), healthcare providers, and educational institutions in
safeguarding sensitive information. PrivacyTrust solutions cover every step
of data security—from identifying risks and preventing breaches to
detecting, responding, and recovering from cyber threats—ensuring robust
data integrity and uninterrupted business operations.

Founded in Singapore, PrivacyTrust is dedicated to making privacy
compliance accessible worldwide, with a mission to build trust in a digital-
first world. Our solutions, including specialized packages for data protection
officers and privacy assessments, cater to the unique needs of diverse and
evolving industries. Discover how PrivacyTrust can help protect your
business and foster trust in today’s digital landscape at www.privacytrust.sg.

Privacy Trust’s Data Protection Badges

Displaying this badge on the office or
website signals that your company
practices privacy compliance and

respects user privacy, helping your
company stand out in the market
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