
Privacy Notice – School Staff 

 
This document explains how we process data in line with the requirements of  

the Data Protection Act 1998 and the new GDPR 2018. 
 
How do we use staff information? 

We collect and hold personal information relating to our staff and may also receive information about them from 
their previous employer, the local authority, the Department for Education (DfE) or the relevant pension company. 
We use this personal data to enable us to:  

 pay our employees and fulfil our statutory pension duties; 

 contact family members as appropriate in an emergency;  

 inform the development of recruitment and retention policies; 

 develop a comprehensive picture of the workforce and how it is employed; 

 provide such information as we are legally required to the DfE and/or LA; 

 comply with the law surrounding data sharing; and 

 assess the quality of our services. 
 

What information do we hold? 

We hold the following types of information on staff: 

 Personal information (such as name, employee or teacher number, national insurance number, employer 
references, DBS check outcomes, date of birth, address, family contact details) 

 Characteristics (such as gender, age, ethnicity, language, nationality, country of birth) 

 Absence information (such as number of absences and absence reasons) 

 Medical information (such as information to support relevant medical conditions) 

 Contractual information (such as start dates, hours worked, Job Description, salary information) 

 Performance information (such as appraisal objectives, appraisal outcomes, performance reviews, 
information relating to grievance, discipline or capability procedures) 

 

Who do we share information with? 

We will not give information about our staff to anyone outside the Trust without consent from the individual, unless 
the law and our policies require us to do so. This would include for reasons relating to Safeguarding or Child 
Protection or in order to provide absence and personal information relating to reference requests from prospective 
employers.  

We are required by law to pass some information about our staff to the Department for Education (DfE) as part of 
the Annual Workforce Return Census. This information may, in turn, then be made available for use by the Local 
Authority (LA).  Where appropriate, we may also send relevant information to HR, Occupational Health or Health & 
Safety personnel, where there is a need to seek professional advice. 

 
Do our procedures comply with the Law? 

Our procedures are set out in full in our Data Protection Policy 2018, which is fully compliant with the new GDPR. 
This includes compliance with the 8 Principles of Data Protection: 

1. Fair and lawful processing  
2. Processing for a specified purpose  
3. Adequate and appropriate processing  
4. Accurate processing  
5. Retention of personal data  



6. The rights of the individual  
7. Security  
8. Data storage within the EU  

The lawful basis on which we use staff data is based on: 

GDPR Article 6(1)(e) which “permits processing where necessary for the performance of a task carried out in the 
public interest or in the exercise of official authority”. This means that we require the information we collect in 
order to carry out our legal duties as an educational provider.  

GDPR Articles 9 & 10: which require special conditions to be met for processing “special categories” of personal data. 
These categories include: personal data revealing race, ethnic origin or religious beliefs; the processing of biometric 
data (e.g. fingerprints) for the purpose of uniquely identifying a person; and data concerning health. This means that 
where we do collect such information, we have to meet very specific requirements for storing it safely and ensuring 
that it is not shared. 

The Education Act 1996 (Departmental Censuses) and Education Act 2005 (Sections 113 & 114): which require schools 
to share specific data with the DfE through regular census collections relating to staff. This means that we provide 
personal data to the government in order to comply with the requirement to generate national statistics in relation 
to education. 

Section 5 of the Education (Supply of Information about the School Workforce) (England) Regulations 2007 and 
subsequent amendments: which requires schools to share specific data with the DfE in order to permit workforce 
policy monitoring, evaluation and financial planning. This means that we require information that we are obliged 
by law to pass on to the DfE. 

To find out more about the data collection requirements placed on us by the government, go to  

https://www.gov.uk/education/data-collection-and-censuses-for-schools  

or    https://www.gov.uk/contact-dfe 
 
It should be noted that the DfE may share information about school employees with third parties who promote the 
education or well-being of children or the effective deployment of schools staff in England by: 

 conducting research or analysis 

 producing statistics 

 providing information, advice or guidance 
 
However, the DfE has robust processes in place to ensure that the confidentiality of personal data is maintained and 
that there are stringent controls in place regarding access to it and its use. 
 
Can I find out what information the school holds about me? 

You do have the right to ask for a copy of the information that the school holds about you. If you wish to do so, please 
contact the School Business Manager. You also have the right to: 

 object to processing of personal data that is likely to cause, or is causing, damage or distress 

 prevent processing for the purpose of direct marketing (NB: we do not process data for this purpose) 

 object to decisions being taken by automated means (NB: we do not use automated decision-making) 

 in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and 

 claim compensation for damages caused by a breach of the Data Protection regulations  
 
If you have a concern about the way we are collecting or using your personal data, we ask that you raise your concern 
with us in the first instance, through the School Business Manager. Alternatively, you can contact the Information 
Commissioner’s Office at https://ico.org.uk/concerns/   

 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/contact-dfe
https://ico.org.uk/concerns/

