Helpringham Primary School

Privacy Notice for Staff (How we use school workforce information)

We process personal data relating to those we employ to work at, or otherwise engage to
work at, our school. This is for employment purposes to assist in the running of the school or
to enable individuals to be paid. The collection of this information will benefit both national
and local users.

The categories of school workforce information that we collect, process, hold and share
include:

e personal information (such as name, employee or teacher number, national
insurance number)

e special categories of data including characteristics information such as gender,
age, ethnic group

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

e work absence information (such as number of absences and reasons)

e qualifications (and, where relevant, subjects taught)

¢ medical information (such as food allergies or medication needed in an
emergency)

e contact information (such as telephone numbers of contacts that an employee
would want the school to contact in an emergency)

e address information (such as the known contact address to direct
correspondence to)

e payroll information (such as bank account numbers for payment transfers)

We also process special categories of personal data that may include:

e physical or mental health needs

e racial or ethnic origin

e trade union membership

¢ political affiliation and political opinions

e criminal convictions data

e civil and criminal proceedings, outcomes and sentences.
o religious or other beliefs of a similar nature

Why we collect and use this information
We use school workforce data to:

e enable the development of a comprehensive picture of the workforce and how it
is deployed

¢ inform the development of recruitment and retention policies

e enable individuals to be paid

e to contact you directly when you are not on the premises

¢ to contact others known to you, where you have provided their information, in
cases where it would be reasonable for us to contact that individual



The lawful basis on which we process this information

We collect and use information under Article 6 and Article 9 of the GDPR, this enables the
school to process information such as Departmental Censuses under the Education Act

1996 and other such data processes that relate education provision or payment of the
individual.



