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Privacy Notice for St Swithun’s C of E VC Primary School Governors and other Volunteers

St Swithun’s C of E VC Primary School is committed to protecting the privacy and security of your personal information. This
privacy notice describes how we collect and use personal information about you during and after your working relationship
with us, in accordance with the General Data Protection Regulation (GDPR). It applies to all current and former governors
and volunteers.

The personal data we hold

We process data relating to those volunteering at our School. Personal data that we may collect, use, store and share (when
appropriate) about you includes, but is not restricted to:

e Contact details

e References

e Evidence of qualifications

e Employment details

e Information about business and pecuniary interests

We may also collect, store and use information about you that falls into “special categories” of more sensitive personal data.
This may include information about (where applicable):

e Race, ethnicity, religious beliefs, sexual orientation and political opinions
e Disability and access requirements

Why we use this data
The purpose of processing this data is to help us run the School to:

e  Establish and maintain effective governance

e Meet statutory obligations for publishing and sharing governors’ details

e Facilitate safe recruitment, as part of our safeguarding obligations towards pupils

e Undertake equalities monitoring

e Ensure that appropriate access arrangements can be provided for volunteers who require them

Our legal basis for using this data

We only collect and use personal information about you when the law allows us to. Most commonly, we use it where we
need to:

e  Comply with a legal obligation
e Carry out a task in the public interest

Less commonly, we may also use personal information about you where:

e You have given us consent to use it in a certain way
e We need to protect your vital interests (or someone else’s interests)
e We have legitimate interests in processing the data

Where you have provided us with consent to use your data, you may withdraw this consent at any time. We will make this
clear when requesting your consent, and explain how you go about withdrawing consent if you wish to do so.

Some of the reasons listed above for collecting and using personal information about you overlap, and there may be several
grounds which justify our use of your data.

Collecting this information

While the majority of information we collect from you is mandatory, there is some information that you can choose whether
or not to provide to us.

Whenever we seek to collect information from you, we make it clear whether you must provide this information (and if so,
what the possible consequences are of not complying), or whether you have a choice.
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How we store this data
Personal data is stored in line with our data protection policy.

We maintain a file to store personal information about all governors/volunteers. The information contained in this file is kept
secure and is only used for purposes directly relevant to your work with the School.

When your relationship with the School has ended, we will retain and dispose of your personal information in accordance
with our data protection policy.

Data sharing

We do not share information about you with any third party without your consent unless the law and our policies allow us to
do so.

Where it is legally required, or necessary (and it complies with data protection law) we may share personal information
about you with:

° Government departments or agencies — to meet our legal obligations to share information about governors

° Our local authority — to meet our legal obligations to share certain information with it, such as details of governors

. Suppliers and service providers —to enable them to provide the service we have contracted them for, such as governor
support

. Professional advisers and consultants

. Employment and recruitment agencies

° Police forces, courts

Information will be provided to those agencies securely or anonymised where possible.

The recipient of the information will be bound by confidentiality obligations; we require them to respect the security of your
data and to treat it in accordance with the law.

Security

We have put in place measures to protect the security of your information (i.e. against it being accidentally lost, used or
accessed in an unauthorised way). In addition, we limit access to your personal information to those employees, agents,
contractors and other third parties who have a business need to know.

Third parties will only process your personal information on our instructions and where they have agreed to treat
information confidentially and to keep it secure.

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable
regulator of a suspected breach where we are legally required to do so.

Your rights of access, correction, erasure and restriction

It is important that the personal information we hold about you is accurate and current. Please keep us informed if your
personal information changes during your working relationship with us.
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Under certain circumstances by law you have the right to:

e Access your personal information (commonly known as a “subject access request”). This allows you to receive a copy of
the personal information we hold about you and to check we are lawfully processing it. You will not have to pay a fee to
access your personal information. However we may charge a reasonable fee if your request for access is clearly
unfounded or excessive. Alternatively we may refuse to comply with the request in such circumstances.

e Correction of the personal information we hold about you. This enables you to have any inaccurate information we hold
about you corrected.

e Erasure of your personal information. You can ask us to delete or remove personal data if there is no good reason for us
continuing to process it.

e Restriction of processing your personal information. You can ask us to suspend processing personal information about
you in certain circumstances, for example, if you want us to establish its accuracy before processing it.

e To object to processing in certain circumstances (for example for direct marketing purposes).

e To transfer your personal information to another party.

If you wish to exercise any of the above rights, please contact the School Business Manager in writing.

We may need to request specific information from you to help us confirm your identity and ensure your right to access the
information (or to exercise any of your other rights). This is another appropriate security measure to ensure that personal
information is not disclosed to any person who has no right to receive it.

Right to withdraw consent

In the limited circumstances where you may have provided your consent to the collection, processing and transfer of your
personal information for a specific purpose, you have the right to withdraw your consent for that specific processing at any
time. To withdraw your consent, please contact the school office schooloffice@stswithuns.cbeds.co.uk

Once we have received notification that you have withdrawn your consent, we will no longer process your information for
the purpose or purposes you originally agreed to, unless we have another legitimate basis for doing so in law.

How to raise a concern

If you have any questions about how we handle your personal information, then you should raise these in writing and give
them to the school office. The concerns will be handed to the relevant senior staff member.

Data protection officer: Certain senior members of staff are responsible for overseeing the implementation of this policy,
monitoring our compliance with data protection law, and developing related policies and guidelines where applicable. As a
school this responsibility is shared by the school's data manager, admin manager, the Headteacher and named GDPR
Governor.

They will provide an annual report of their activities directly to the governing board and, where relevant, report to the board
their advice and recommendations on school data protection issues.

You have the right to make a complaint at any time to the Information Commissioner’s Office, the UK supervisory authority
for data protection issues.

Changes to this privacy notice

We reserve the right to update this privacy notice at any time, and we will provide you with a new privacy notice when we
make any substantial updates. We may also notify you in other ways from time to time about the processing of your
personal information.

*

sin i @
I g uP Education il
4 Central International
Awar Bedfordshire School Award




