@theland  |  PRIVACY NOTICE-STAFF AND VOLUNTEERS
INTRODUCTION
1.1 The notice is written generically, by the ICO, using their privacy notice generator. It is written for Staff and Volunteers.
1.2 The notice starts on the next page.
2 AUTHOR
2.1 The author of this policy is Laura Carroll using the ICO’s Privacy Notice Generator. They should be contacted for any points of clarification or suggested future amendments.
3  VERSION CONTROL
	Policy Name
	Privacy Notice – Staff and Volunteers

	Version Number
	02

	Publication Method
	External- website @theland

	Approved by
	Laura Carroll

	Date of Approval
	August 2026

	Key changes since previous version
	1. The Notice is based on the template provided by the ICO.
2. The Notice has been formatted and
named in line with the rest of the @theland policies, for consistency and to ensure regular maintenance.
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HEART OF ENGLAND SCHOOL PRIVACY NOTICE FOR STAFF AND VOLUNTEERS
This privacy notice tells you what to expect us to do with your personal information when you work for us.
4 CONTACT DETAILS
4.1 Email laura.jayne8888@googlemail.com
5 WHAT INFORMATION WE COLLECT AND USE, AND WHY.
5.1 Staff recruitment, administration, and management
5.1.1 We collect or use the following personal information as part of staff recruitment, administration, and management:
· Contact details (e.g., name, address, telephone number or personal email address),
· Date of birth,
· National Insurance number,
· Gender,
· Photographs (e.g., staff ID card),
· Copies of passports or other photo ID,
· Copies of proof of address documents (e.g., bank statements or bills),
· Marital status,
· Next of kin or emergency contact details,
· Employment history (e.g., job application, employment references or secondary employment),
· Education history (e.g., qualifications),
· Right to work information,
· Political, conflict of interest or gift declarations,
· Security clearance details (e.g., basic checks and higher security clearance),
· Performance records (e.g., reviews, disciplinary records, complaints, or disciplinary action),
· Training history and development needs,
· Monitoring employees’ IT use,
· CCTV images,
· Racial or ethnic origin,
· Trade union membership (optional),
· Health information.

5.1.2 Our lawful bases for collecting or using personal information as part of staff recruitment, administration and management are:
· Contract,
· Legal obligation,
· Legitimate interest:
· To ensure the network and information security of our IT systems. Prevention of fraud,
· Public task,
· Salaries and pensions.
5.2 Managing Salaries and Pensions
5.2.1 We collect or use the following personal information as part of managing salaries and pensions:
· Job role and employment contract (e.g., start and leave dates, salary, changes to employment contract or working patterns),
· Time spent working (e.g., timesheets or clocking in and out),
· Expense, overtime, or other payments claimed,
· Leave (e.g., sick leave, holidays, or special leave),
· Maternity, paternity, shared parental, and adoption leave and pay,
· Pension details,
· Bank account details,
· Payroll records,
· Tax status,
· Trade Union membership.
5.2.2 Our lawful bases for collecting or using personal information as part of managing salaries and pensions are:
· Contract
· Legitimate interest:
· To ensure the prevention of fraud.
5.3 Staff health and wellbeing
5.3.1 We collect or use the following personal information for managing staff health and wellbeing:
· Occupational health referrals and reports
· Sick leave forms or fit notes (eg Statement of Fitness for Work from a GP or hospital)
· Accident at work records
· Access needs or reasonable adjustments
· Health information

6 WHERE WE GET INFORMATION FROM
6.1 We collect your information from the following places:
· From staff members or volunteers directly,
· Employment agency,
· Referees (external or internal),
· Security clearance providers,
· Occupational Health and other health providers,
· Pension administrators or government departments (e.g., HMRC and DWP),
· CCTV images (from the Trust’s own CCTV systems).
6.2 How long we keep information:
6.2.1 For more information about how long we keep your information, take a look at our Records Management and Data Retention policy. This information is on our website under About Us, and Policies M-W.
7 WHO WE SHARE INFORMATION WITH
7.1 In some circumstances, we may share information with the following organisations:
· Training suppliers,
· Local Authorities,
· The Trust Board,
· Examination boards and bodies
· HMRC,
· Health and benefit suppliers,
· Health and Safety Executive
· External auditors,
· Insurance companies, brokers, or other intermediaries,
· Organisations we need to share information with for safeguarding reasons, or are legally obliged to share personal information with,
· Emergency services,
· Relevant regulatory authorities,
· Suppliers and Service Providers.
7.2 Sharing information outside the UK
Some of our suppliers’ state that they transfer data outside of the UK. We check their Privacy Notice to ensure that they comply with the UK GDPR, ensuring that the appropriate safeguards are in place.
Some of our suppliers’ state that they share data outside of the UK. We check their Privacy Notice to ensure that they comply with the UK GDPR, ensuring that the appropriate safeguards are in place.

7.3  Data Processors
The following data processors are used for the following reasons:
	Data processor
	Activity/process completed by processor

	Accident Book
	First Aid treatment

	AQA 
	Identification of Supervising Teacher

	Microsoft/
Sharepoint/ TEAMS
	Collaboration tool for information technology

	OCR
	Identification of Supervising Teacher

	Wix
	Revision/Learning resource

	Tutors and exams
	For GCSE food preparation and Nutrition course

	Birmingham exam centre
	For GCSE food preparation and Nutrition course



8.0 YOUR DATA PROTECTION RIGHTS
8.1 Under data protection law, you have rights including:
· Your right of access
· You have the right to ask us for copies of your personal data.
· Your right to rectification
· You have the right to ask us to rectify personal data you think is inaccurate.
· You have the right to ask us to complete information you think is incomplete.
· Your right to erasure
· You have the right to ask us to erase your personal data in certain circumstances.
· Your right to restriction of processing
· You have the right to ask us to restrict the processing of your personal data in certain circumstances.
· Your right to object to processing
· You have the right to object to the processing of your personal data in certain circumstances.
· Your right to data portability
· You have the right to ask that we transfer the personal data you gave us to another organisation, or you to you, in certain circumstances.
8.2 Fees and time limits.
You don’t usually have to pay a fee to exercise your rights.
We have one calendar month to respond to you.
8.3 To make a data protection right request, please read our Data Protection Policy which contains guidance and a form for you to use.
8.4 How to complain
· If you have any concerns about our use of your personal data, you can make a complaint to us using the contact details at the top of this privacy notice.
· If you remain unhappy with how we’ve used your data after raising a complaint with us, you can also complain to the ICO:
· Using this address:
The Information Commissioner’s Office
Wycliffe House Water Lane Wilmslow Cheshire
SK9 5AF
· Using this helpline: 0303 123 1113
· Or by accessing this website: www.ico.org.uk/make-a-complaint



Last updated: August 2025
Next review August 2026
Version 2 Reviewed August 2026- L. Carroll
Next review date August 2027

