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FAIR PROCESSING NOTICE FOR EMPLOYEES

We collect data and information about our employees so that we can run effectively as a school and meet our legal
obligations. This Fair Processing Notice explains what data we process, why we process it, our legal basis, how long
we keep it and the rights of employees.

We will always make sure that our employee’s information is protected and treated securely. Any information
that we process will be held in accordance with the General Data Protection Regulation (GDPR), the Data

Protection Act 2018 and other UK or EU data protection legislation

Our contact details

Misterton Primary and Nursery School
Grovewood Road

Misterton

South Yorkshire

DN10 4EH

Telephone: 01427 890284
Email: officeadmin@ misterton.notts.sch.uk

Our Data Protection Officer is Jill Fairbanks and she can be contacted at the school email address:

dpo@misterton.notts.sch.uk

What personal data do we collect about you? How will we use that personal data?

When you are employed by us, we will collect and process a wide variety of your personal data. We start by
collecting the personal data on your application form and the information that we gathered from you during the
recruitment process. This personal data forms the start of your HR file.

In order for you to be employed by us, we will complete a Starter Checklist. On this form, we will collect your
name, home address, gender, NI number, date of birth, employment start date and your signature. We will need
your P45 form, if you have one. We will also need to see your passport as proof of your right to work in the UK.

To fulfil our legal requirements we will process your personal data for the purposes of a DBS check.

In order to pay you, we will need your NI number and your bank account details. We may also receive court
orders that require us to make deductions from your pay (eg. non-payment of council tax or child maintenance.)

During your time with us, we will collect information about your health, such as when you are ill, have had an
accident, require spectacles or have a medical or dentist appointment. We need to process this personal data in
order to fulfil our legal obligations to you as your employer, with your consent (eg. spectacles or a dentist
appointment) or as a requirement of your employment contract.

If you become pregnant, we will process your health data in order to assure ourselves, and you, that the
workplace is safe for you. You also have rights in the workplace when you are pregnant and we will process your
health data and proof of your baby’s birth in order to fulfil your rights for maternity leave.


mailto:officeadmin@misterton.notts.sch.uk
mailto:dpo@misterton.notts.sch.uk

L]
L

If you wish to take paternity leave, we will process your personal data (your name and your request) in ordeﬁl)ml K_
fulfil your legal right to do so.

You have the right to request flexible working and we will process your personal data (your name and your
request) during this process.

There may come a time that we will be required to process your personal data during a disciplinary or grievance
process. This information will likely be your name and statements from other people about you.

If you leave us, we will collect personal data from your resignation letter.

We provide pensions for our staff and need to process your name, date of birth, NI number and your salary
information in order to do this.

Your image in a photo or video is your personal data. We may wish to use your image on our website or other
marketing information in order to promote the school but will always seek your consent for this. You do not have
to agree that we can use your image — it is completely your choice.

During the course of your employment, you will be required to put your name on or sign a wide variety of
documents. Your name or signature is your personal date but the contents of the document, unless it is about
you, is not your personal data.

What is our legal basis for processing your personal data? How long do we hold your personal data?

We need a legal basis in order to process your personal data. Most of our processing is because we either have a
legal obligation to process the data or because we have a contract of employment with you. On occasion, we will
seek your consent to process your personal data but you are free to refuse.

We hold your personal data as indicated in our Data Retention Policy.

We will process the following personal data because we have a legal obligation to do so:

e your passport to ensure that you have the right to work in the UK

e your name, home address, gender, NI number, date of birth and signature are processed because we are
required to do so by HMRC

e we may receive a court order that require us to make deductions from your pay (eg. non-payment of
council tax or child maintenance.)

e we will process your health data if you are ill or have an accident because we have a legal obligation to do
o)

e if you become pregnant, we will process your health data because we have a legal obligation to fulfil your
rights for maternity leave

e if you wish to take paternity leave, we will process your personal data because we have a legal obligation
to fulfil your rights for paternity leave

e if you wish to request flexible working and we will process your personal data because we have a legal
obligation to fulfil your right to request flexible working

e ifyou are involved in a disciplinary or grievance process, we will process your personal data because we
have a legal obligation to provide a disciplinary or a grievance process
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e we have alegal obligation provide pensions for our staff and we need to process your name, date ofja lﬂl K_
birth, NI number and your salary information in order to do this
o we will process the data contained on the following documents for the purposes of the DBS check:

= Passport

= Biometric Residence Permit

= Current Photo Driving Licence, Full or Provisional

=  Birth Certificate

= Adoption Certificate

= Marriage/civil partnership certificate

= HM Forces ID card

=  Fire Arms Licence

=  Mortgage Statement

= Bank/Building Society Statement

= Credit Card Statement

=  Financial Statement e.g. pension, endowment or benefit
=  P45/P60 Statement

= Council Tax Statement

=  Work Permit or Visa

= Letter of sponsorship from future employment provider
= Utility Bill

=  Entitlement document from government

= EU National ID card

= Cards with the PASS accreditation logo

= Letter from Head Teacher/Principle

We will process the following personal data because we have a contract of employment with you:
e your application form and the information that we gathered from your during the recruitment process
e we will need your NI number and your bank account details in order to pay you
e your qualifications

We will process the following personal data because you have consented for us to do so:

e we can only use your image in a photo or video for marketing purposes with your consent. You may
withdraw your consent at anytime but this will not affect our use of your image while we had your
consent.

e we process your health data with your consent if you would like to get VDU spectacles or have a medical
or dentist appointment

e we will collect personal data from your resignation letter
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Where we are processing your personal data with your consent, you have the right to withdraw that consent. If
you change your mind, or you are unhappy with our use of your personal data, please let us know by contacting
our DPO.

We will process the following personal data because we believe that we have a legitimate interest in doing so:

e During the course of your employment, you will be required to put your name on or sign a wide variety of
documents. This use of your personal data is necessary for the running of our school.

e We will process your personal data during our appraisal process as we have a legitimate interest in
appraising our staff and helping you to achieve your best for our school.

e Sharing your personal data with our software and service providers, where necessary to do so.

You have the right to object to our processing your data using legitimate interest. Please speak to us if you have
any concerns.

Do we use any automated decision making?
We do not use any automated decision making.

Do we transfer your personal data outside of the EU or EEA?

While we make every effort to ensure that data is kept in the EU or EEA, some of our software providers may host
the data in countries outside of the EU or EEA. Please enquire if you wish to have this information.

Who do we share your personal data with?

We routinely share this information with:

e our local authority
e the Department for Education (DfE)
e our software providers

We are required, by law, to pass on some of this personal data to the local authority and the Department for
Education (DfE), so that they are able to meet their statutory obligations.

If you require more information about how we and/or DfE store and use your personal data please visit:
- https://www.gov.uk/data-protection-how-we-collect-and-share-research-data

Why we share School Workforce information?

We are required to share information about our school employees with our local authority (LA) and the
Department for Education (DfE) under Section 5 of the Education (Supply of Information about the School
Workforce) (England) Regulations 2007 and amendments.

Local Authority
We are required to share information about our workforce members with our local authority under Section 5 of
the Education (Supply of Information about the School Workforce) (England) Regulations 2007 and amendments.
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Department for Education (DfE)
We share personal data with the DfE on a statutory basis. This data sharing underpins workforce policy

monitoring, evaluation and links to school funding/expenditure and the assessment educational attainment.

Data collection requirements

The DfE collects and processes personal data relating to those employed by schools and local authorities that
work in state funded schools (including all maintained schools, all academies and free schools and all special
schools including Pupil Referral Units and Alternative Provision). All state funded schools are required to make a
census submission because it is a statutory return under Sections 113 and 114 of the Education Act 2005. To find
out more about the data collection requirements placed on us by the DfE , including the data that we share with
them, go to https://www.gov.uk/education/data-collection-and-censuses-for-schools

We also share your data with our software providers.

What are your privacy rights

Under GDPR, employees have the right to request access to information about them that we hold. To make a
request for your personal information, please contact our DPO.

Depending on the lawful basis above, you may also have the right to:
e object to processing of personal data that is likely to cause, or is causing, damage or distress
e prevent processing for the purpose of direct marketing
e object to decisions being taken by automated means
e in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and
e aright to seek redress, either through the ICO, or through the courts

If you have a concern about the way we are collecting or using your personal data, you should raise your concern
with us in the first instance or directly to the Information Commissioner’s Office at https://ico.org.uk/concerns/

For more information about your Data Subject Rights, please refer to the ICO website —
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulations-gdpr/individual-rights/

We are registered with the Information Commissioner's Office.

Contact
If you would like to discuss anything in this privacy notice, please contact our DPO.


https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://ico.org.uk/concerns/
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulations-gdpr/individual-rights/

