
 

 

 

Privacy and Confidentiality Notice for Staff 

This notice is to help you understand how and why the Deenway Montessori School & Unicity College collects personal 
information about its employees or volunteers under the Education Act 1996/ Data Protection Act 1998 and EU 
General Data Protection Regulation (GDPR 2018) Article 6, and Article 9, and what we do with that information. It 
also explains the decisions which you can make about your own information.  

A copy of our complete Data Protection Policy is stored in the School Office and is also accessible on Huddle.  
 
What are the categories of information we process? 
 
Personal information or personal data is information that the school holds about its staff which identifies them and 
relates to them. This includes information such as name, date of birth and address, other contact details, examination 
results, medical details and behaviour records. 
 
Why does Deenway collect and process personal information?  

The School collects this information to help it operate legally, safely and effectively in the wide range of situations and 
processes which represent its day-to-day operations. The examples below show some of the different ways in which we 
use might use your personal information: 

• The School needs to collect and generate a range of personal data on each employee and volunteer in order to 
fulfil its legal and regulatory responsibilities as an employer including HR employment data, payroll and tax 
information;  

• The School may need to advise teaching and some support staff if an employee or volunteer has an allergy or 
medical condition;  

• The School may need to report some information to the Government (including information regarding UK 
Visas and Immigration);  

• The School may need to share information with the police or legal advisers to help with an enquiry;  

• The School will collect and retain identification information such as passports, National Insurance numbers 
and driving licenses;  

• The School will collect and retain information regarding any criminal convictions;  

• The School will retain some information on past employees and volunteers indefinitely to comply with legal 
and regulatory requirements, for instance in respect of safeguarding matters.  

If you object to us using your information where we are relying on our legitimate interests as explained above, please 
speak to the Headteacher. 
 
What kind of personal information does Deenway collect and process?  
 
The categories of staff information that we collect, hold and share include:  

▪ Personal information (such as name, date of birth, phone numbers, e-mail addresses, postal addresses 
and other contact details, employee or teacher number, national insurance number)  

▪ Characteristics information (such as ethnicity, native language, nationality, country of birth) 

▪ Financial information (such as your bank details to pay you) 



▪ Medical and health information (where relevant medical conditions)  

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

▪ Attendance and absence information (number of absences, absence reasons) 

▪ Professional qualifications (and, where relevant, subjects taught) 

▪ Past and present employment history     

▪ Safeguarding and child protection checks through independent services 

Where does Deenway obtain your personal information from?  

▪ Personal information on employees and volunteers is captured in a number of ways. Primarily, through 
application forms, interview and offer of work stage, employment references, professional bodies and legal 
entities including the Disclosure and Barring Service (DBS).       
      

▪ On occasion, the School may also obtain information from doctors and other professionals.  

What does Deenway do with personal information?  

▪ Personal information is kept with appropriate security, electronically or manually in indexed filing systems. 
         

▪ The Headteacher is responsible for the control of personal information within the School and deciding 
how it is shared.            
  

▪ The information is kept up to date, as far as possible, by reference to the data subject, is treated fairly and 
is only used for purposes as defined by the School.        
   

▪ Exceptional circumstances may occur when it is deemed necessary by the School to share personal 
information more widely. An example of this is an employment reference or information from other 
schools where an employee has placed a job application. However, the School does not share any personal 
data about our employees or volunteers with anyone without their consent unless the law and our policies 
allow us to do so.             

How long do we store information for?  

The School retains information where it has a legitimate interest in holding that information in the fulfilment of its role 
and objectives as an educational institution. The time period for which information differs, depending on the category 
of information. Our timescale for storing different categories of personal information is in accordance with the advice 
on data retention outlined in the Department for Education’s Data Protection toolkit for schools (August 2018).  In 
some cases, for legal and safeguarding reasons, the School may retain past staff details indefinitely.  

What rights do you have in relation to the information we collect and process?  
 
Under data protection legislation, you have the following rights: 

▪ you can ask to correct any information that is incorrect  
▪ you can ask what information we hold about you and be provided with a copy. We will also give you extra 

information, such as why we use this information about you, where it came from and what types of people we 
have shared it with;  

▪ you can ask to delete the information that we hold about you in certain circumstances. For example, where we 
no longer need the information;  

▪ you can ask the school to send you, or another organisation, certain types of information about you in a format 
that can be read by computer;  

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

▪ you can in certain circumstances, have personal data, blocked, erased or destroyed 



▪ our use of information about you may be restricted in some cases. For example, if you tell us that the 
information is inaccurate we can only use it for limited purposes while we check its accuracy.  

▪ claim compensation for damages caused by a breach of the Data Protection Regulations  
▪ where the processing of your data is based on your consent, you have the right to withdraw this consent  

Like other organisations we need to keep personal information safe, up to date, only use it for its original 
purposes, destroy it when it is no longer needed and treat the information we get fairly.  

If you have a concern about the way in which the School is collecting or using your personal data, you should raise your 
concern with the Headteacher in the first instance.  
 
You can also raise your concern directly to the Information Commissioner’s Office on 0303 123 1113 or  
at https://ico.org.uk/concerns/, or at:  

Information Commissioner’s Officer            
Wycliffe House 
Water Lane 
Wilmslow, Cheshire SK9 5AF 
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