


Introduction

1 This Privacy Notice (Notice) is to help you understand how and why we collect personal
information about you and what we do with that information. It also explains the decisions that
you can make about your own information.

2 If you have any questions about this notice please contact the Bursar.

3 This notice is aimed at all School staff (including employees, governors, work experience/placement
students, volunteers and certain contractors and agency staff) and applicants for employment
vacancies. This Notice does not form part of your contract of employment and the School may
amend this notice at any time.
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Your personal information will be created internally by the School during the course of your
employment. An email from the Headmaster to a member of staff complimenting them on a
School performance would be an example of this. A further example would be your appraisal.

Your personal information may be acquired from outside of the School community such as from
occupational health practitioners or from public authorities such as the police or the Local
Authority Designated Officer.

Pupils will often provide us with your personal information, for example, if a pupil emails their form
teacher to say how much you are helping them with their work.

Your personal information will bBThEl@h2se. S¢odp) | BingET ddTtral Register.

Our legal bases



Necessary for contract (._)

We will need to use your information in order to comply with our contractual obligations and for you to
perform your obligations as well. For example:

e we need your name and bank details so that we can pay you your salary;

e we may need to provide your personal information to a pension provider so that you can
benefit from your pension entitlement; and

e e also need to use your personal information to provide contractual benefits, such as a School
fee discount.

Legal obligation ("LO")

As a School we have to comply with various laws and this entitles us to use your information where
necessary. For example:

e we have to make sure that you have the right to work in the UK;
¢ to fulfil our duty of care to you and your colleagues;
¢ we have to fulfil our safeguarding duties towards pupils; and

¢ sometimes we will be legally obliged to disclose your information to third parties such as the
DBS, local authorities, the police or other public bodies.

Vital interests

We may use your information where this is necessary to protect your vital interests or someone else's.
For example, to prevent someone from being seriously harmed or killed.

Performance of a task carried out in the public interest (or carrying out public tasks) ("PI")

The following are examples of when we use your information to perform tasks in the public interest:

¢ looking after your welfare and development and the welfare and development of others. This
includes equal opportunities monitoring;

¢ safeguarding and promoting the welfare of our pupils;

e providing pupils with an education;

e ensuring the security of the School site;

e making sure that you are complying with your employment obligations;
o facilitating the efficient operation of the School; and

e ensuring that we comply with all of our legal obligations.

The School must also comply with an additional condition where it processes special categories of personal
information. These special categories are as follows: personal information revealing racial or ethnic origin,
political opinions, religious or philosophical beliefs, trade union membership, genetic information, health
information, and information about sex life or orientation. The bases that we are relying on to process
special categories of personal information are set out below:

Employment, social security and social protection ("ESE")

The processing is necessary for the purposes of carrying out the obligations and exercising specific rights
of the School and staff in the field of employment, social security or social protection. Social security
and protection is concerned with preventing, managing, and overcoming situations that adversely






21.5

21.6

21.7

We will use your information when dealing with complaints and grievances with which you
are involved (e.g. from other staff, pupils and parents) - LI.

We often use photographs and video recordings of staff for marketing, promotional and
other purposes. This will include in School publications, in social media and on the School
website. For example: staff names, photographs, email addresses, qualifications and
positions of responsibility are published in the staff directory on our website; names, roles
and photos are held in School IT systems so systems such as identification badge
production and email function effectively — LI.

We will also allow external publication of certain media where appropriate (for example, a
photograph or
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We may use your information when ensuring network and information security, for
example, our anti-virus software might scan files containing information about you - LI.

We will keep details of your address when you leave our employment so we can send you
the Bromsgrove News Review and keep in touch - LI.

If we provide you with accommodation under your contract of employment we will use
your personal information as part of this provision - LI.

We can keep information about you for a very long time or even indefinitely if we need this
for historical research or for statistical purposes. For example, if we consider the
information might be useful if someone wanted to write a book about the School - LI.

We will transfer your name and contact details on to Bromsgrovians Connected (the School
alumni database) when you leave the School. Alumni are then offered the opportunity to



29 We may share your information with benefits providers, for example,
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