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1. Scope

All data subjects whose personal data is collected, in line with the requirements of the GDPR” EU General Data Protection Regulation”. This is implemented in the UK by the Data Protection Act 2018.
	

2. Responsibilities

2.1 The Data Protection Officer is responsible for ensuring that this notice is made available to data subjects prior to Kings Heath Primary School collecting or processing their personal data.
2.2 All Governors, employees and volunteers of Kings Heath Primary School who interact with data subjects are responsible for ensuring that this notice is drawn to the data subject’s attention and their consent to the processing of their data is secured.


3. Privacy notice information

3.1 Who are we?
Kings Heath Primary School is a Grant Maintained Primary School, incorporating a Nursery, which provides education for children from 3 to 11-years old.

Our Data Protection Officer is Claire Nelsey who can be contacted here:

· c.nelsey@kingsheathprimary.com 

The personal data we would like to collect from you and process is:

	Personal data type:
	Source (where Kings Heath Primary School obtained the personal data from if it has not been collected directly from you, the data subject

	personal information (such as name, address, contact details, employee or teacher number, national insurance number, right to work)

	

	characteristics information (such as gender, age, ethnic group, religion (where disclosed on application) and sexual orientation (where disclosed on application) & any disabilities declared)


	

	contract information (such as start date, hours worked, post, roles and salary information)  

	Current salary & contract  information updated with Birmingham City Council Payroll office

	Performance management information

	Performance management information updated in conjunction with employee

	work absence information (such as number of absences and reasons – including Records of medical&/or non-medical appointments.

	Absence records maintained on the Birmingham City Council  HR portal

	qualifications (and, where relevant, subjects taught)

	

	Safeguarding information (DBS records, Criminal convictions (if applicable), self-declarations on overseas work & Childcare disqualifications self-declarations).

	Obtained via DBS service from information / application made by employee

	Photograph for use as Safeguarding identification tool (badge and staff board)

	

	Medical information, where relevant to ensure school is managing any personal risk

	

	Emergency contact details.

	Updated annually by employee to ensure information is up to date and accurate

	Vehicle information such as registration, colour, make, etc. details (for allocation of and management of car parking spaces) (CONSENT REQUIRED)

	From the employee annually – where car parking spaces are requested / provided. Consent for holding this information requested on the annual Car information form. No consent will result in the school having no ability to offer a car parking space.

	Driving Licence, insurance and MOT details if vehicle is used for business purposes (CONSENT REQUIRED)

	From the data subject via consent form if this is required









The personal data we collect will be used for the following purposes:

· Administering your employment with Kings Heath Primary School.

· Enabling payment of wages/salary with appropriate deductions.

· Administering tax, national insurance and other agreed deductions from income.


Our legal basis for processing for the personal data:

· Performance of a contract, namely a contract of employment.

· Compliance with legal obligations to ensure all appropriate tax and national insurance payments are made.

Any legitimate interests pursued by us, or third parties we use, are as follows:

· To enable us to make appropriate wages/salary deductions on your behalf.
Certain data which you provide is special category data which needs more protection, as it is sensitive.

The special categories of personal data concerned are:

· Trade union membership 

· Ethnic/Racial origin 

· Religious or Philosophical beliefs 

· Sexual Orientation/Sexuality

· Genetic and Biometric data 

· Health data

3.2 Consent
As we not relying on consent as the legal basis for processing most of your data we do not need to seek your permission to process that data. By issuing this notice to you we are fulfilling our legal duty to inform you that the processing is taking place.

Where consent is required, we will let you know why we need your data and seek confirmed consent prior to collecting the data

3.3 Disclosure
Kings Heath Primary School  will not pass on your personal data to third parties without first obtaining your consent. The following third parties will receive your personal data for the following purpose(s) as part of the processing activities:

	Organisation and location, including any third country (non-EU) international organisations
	Safeguards in place to protect your personal data

	Birmingham City Council – A Joint Controller for HR & Payroll operations
	Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal or encrypted e-mail systems (Egress); Service Level Agreement in place; BCC will not share your personal data with organisations other than your pension provider & the Tax office

	West Midlands Pension Fund (Support Staff)
	Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal or encrypted e-mail systems

	Teachers’ Pension Authority (Teachers only)
	Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal or encrypted e-mail systems

	HMRC
	Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal or encrypted e-mail systems

	CPOMS Systems LTD
	Your full name and position only are shared with CPOMS in order to manage access rights and audit trail of entries. Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal or encrypted e-mail systems. CPOMS will not share your data with any third parties.

	3P Learning Ltd (Mathletics  and Spellodrome)
	Your full name and position only are shared with 3P in order to manage access rights and audit trail of entries. Password protected files; Firewalls & Virus protection maintained; U.K. based servers; all communications via secured portal only. 3P Learning will not share your data with any third parties

	Edukey Education Ltd
	Your full name, position and a calculation of your hourly salary costs only are shared with Edukey in order to manage access rights and audit trail of entries. Password protected files; Firewalls & Virus protection maintained; U.K.  based servers; all communications via secured portal only. Edukey will not share your data with any third parties

	
	



3.4 Retention period
Kings Heath Primary School will process personal data in accordance with the guidance issued by the Information Records Management Society’s “Toolkit for Schools” 2016 (and any subsequent updates) and will store the personal data for six years after the end of your employment 

3.5 Your rights as a data subject
At any point while we are in possession of or processing your personal data, you, the data subject, have the following rights:

· Right of access – you have the right to request a copy of the information that we hold about you.
· Right to be informed about the collection and use of your personal data.
· Right of rectification – you have a right to correct data that we hold about you that is inaccurate or incomplete.
· Right to be forgotten – in certain circumstances you can ask for the data we hold about you to be erased from our records.
· Right to restriction of processing – where certain conditions apply you have a right to restrict the processing.
· Right of portability – you have the right to have the data we hold about you transferred to another organisation.
· Right to object – you have the right to object to certain types of processing such as direct marketing.
· Rights in relation to automated decision-making and profiling.
· In the event that Kings Heath Primary School refuses your request under rights of access, we will provide you with a reason as to why. You have the right to complain as outlined in clause 3.6 below.
All of the above requests will be forwarded on should there be a third party involved in the processing of your personal data.

3.6 Complaints
In the event that you wish to make a complaint about how your personal data is being processed by Kings Heath Primary School or third parties acting on our behalf, or how your complaint has been handled, you have the right to lodge a complaint directly with the Information Commissioner’s Office and Kings Heath Primary School’s Data Protection Officer.

The details for each of these contacts are: 


	
	Supervisory authority contact details
	Data Protection Officer contact details

	Contact Name:
	Information Commissioner's Office
	Ms Claire Nelsey

	Address line 1:
	Wycliffe House
	Kings Heath Primary School

	Address line 2:
	Water Lane
	Valentine Road

	Address line 3:
	Wilmslow
	Kings Heath

	Address line 4:
	Cheshire
	Birmingham

	Address line 5:
	SK9 5AF
	B14 7AJ

	Email:
	casework@ico.org.uk
	c.nelsey@kingsheathprimary.com

	Telephone:
	0303 123 1113 (local rate) 

	




4. Privacy Statement

Personal data
Under the EU’s General Data Protection Regulation (GDPR) personal data is defined as: 
“any information relating to an identified or identifiable natural person ('data subject'); an identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an identification number, location data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person”.

How we use your information
This privacy notice tells you how we, Kings Heath Primary School, will collect and use your personal data for recruitment, administration of employment and pension & management of essential school systems.

Why does Kings Heath Primary School need to collect and store personal data?
In order for us to provide you with employment, we need to collect personal data for correspondence purposes; administration of payroll and pensions; some systems to assist in the delivery of education. In any event, we are committed to ensuring that the information we collect and use is appropriate for this purpose, and does not constitute an invasion of your privacy. In terms of being contacted for marketing purposes we would contact you for additional consent.

Will Kings Heath Primary School share my personal data with anyone else?
We may pass your personal data on to third-party service providers contracted to Kings Heath Primary School in the course of dealing with you. Any third parties that we may share your data with are obliged to keep your details securely, and to use them only to fulfil the service they provide you on our behalf. When they no longer need your data to fulfil this service, they will dispose of the details in line with our own procedures. If we wish to pass your sensitive personal data onto a third party we will only do so once we have obtained your consent, unless we are legally required to do otherwise.

How will Kings Heath Primary School use the personal data it collects about me? 
Kings Heath Primary School will process (collect, store and use) the information you provide in a manner compatible with the EU’s General Data Protection Regulation (GDPR). We will endeavour to keep your information accurate and up-to-date, and not keep it for longer than is necessary. Kings Heath Primary School is required to retain information in accordance with the law, such as information needed for income tax and audit purposes. How long certain kinds of personal data should be kept may also be governed by specific business-sector requirements and agreed practices. Personal data may be held in addition to these periods depending on individual business needs.

Under what circumstances will Kings Heath Primary School contact me?
Our aim is not to be intrusive, and we undertake not to ask irrelevant or unnecessary questions. Moreover, the information you provide will be subject to rigorous measures and procedures to minimise the risk of unauthorised access or disclosure.

Can I find out the personal data that Kings Heath Primary School holds about me?
Kings Heath Primary School, at your request, can confirm what information we hold about you and how it is processed. If Kings Heath Primary School does hold personal data about you, you can request the following information: 
· Identity and the contact details of the person or organisation that has determined how and why to process your data. 
· Contact details of the Data Protection Officer, where applicable.
· The purpose of the processing as well as the legal basis for processing.
· If the processing is based on the legitimate interests of Kings Heath Primary School or a third party, information about those interests.
· The categories of personal data collected, stored and processed.
· Recipient(s) or categories of recipients that the data is/will be disclosed to.
· If we intend to transfer the personal data to a third country or international organisation, information about how we ensure this is done securely. The EU has approved sending personal data to some countries because they meet a minimum standard of data protection. In other cases, we will ensure there are specific measures in place to secure your information.
· How long the data will be stored.
· Details of your rights to correct, erase, restrict or object to such processing.
· Information about your right to withdraw consent at any time.
· How to lodge a complaint with the supervisory authority.
· Whether the provision of personal data is a statutory or contractual requirement, or a requirement necessary to enter into a contract, as well as whether you are obliged to provide the personal data and the possible consequences of failing to provide such data.
· The source of personal data if it was not collected directly from you.
· Any details and information of automated decision making, such as profiling, and any meaningful information about the logic involved, as well as the significance and expected consequences of such processing.

What forms of ID will I need to provide in order to access this? 
Kings Heath Primary School accepts the following forms of ID when information on your personal data is requested:
current passport bearing a photograph and signature, or 
driving licence, bearing a photograph and signature.
If you do not hold a current passport or driving licence two copies of other identification documents may be accepted as an alternative, such as:
birth certificate;
utility bill from preceding three months bearing current address;
current vehicle registration document;
bank statement from preceding three months;
current rent book.





Contact details of the Data Protection Officer / GDPR Owner:

	
	Data Protection Officer contact details

	Contact Name:
	Ms Claire Nelsey

	Address line 1:
	Kings Heath Primary School

	Address line 2:
	Valentine Road

	Address line 3:
	Kings Heath

	Address line 4:
	Birmingham

	Address line 5:
	B14 7AJ

	Email:
	c.nelsey@kingsheathprimary.com

	Telephone:
	





Document Owner and Approval

The Data Protection Officer is the owner of this document and is responsible for ensuring that this policy document is reviewed annually. A current version of this document is available to all members of staff.
This policy was approved by the Governing Body on  10.02.2025 and is issued on a version controlled basis under the signature of Claire Spencer– Chair of Governors.
Signature:							Date:

Change History Record
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	Date of Issue
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	Penny Colbourne
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	2.00
	Revised version
	Claire Spencer
	10.2.2025
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