	MANUDEN  PRIMARY SCHOOL
A Small School with Big Ideas
	
PRIVACY NOTICE



PRIVACY NOTICE
SCHOOL WORKFORCE • 2026–27
Growing Hearts  •  Growing Minds  •  Growing Dreams
	 
	 
	 


NOTICE INFORMATION
	Notice owner / DPO
	Lizzie Grant – School Business Manager / Data Protection Officer (DPO)

	Issue date
	September 2026

	Next review date
	September 2027

	Version
	1.0

	Notice status
	Workforce privacy notice under UK GDPR and the Data Protection Act 2018


This notice applies to: employees, workers, supply staff, applicants and other members of the school workforce, as relevant.
Related documents: Data Protection Policy; Staff Code of Conduct; Acceptable Use of Technology Policy; Online Safety Policy; Child Protection and Safeguarding Policy; Whistleblowing Policy; Retention Schedule.

1. About This Privacy Notice
This notice explains how Manuden Primary School collects, uses, stores and shares personal information about employees, workers, supply staff, applicants and other members of the school workforce, as relevant to their relationship with the school.
2. Who We Are
	Role
	Details

	Data controller
	Manuden Primary School, The Street, Manuden, Bishop’s Stortford, CM23 1DE.

	Data Protection Officer
	Lizzie Grant – School Business Manager. Contact via office@manuden.essex.sch.uk or 01279 813370.


3. Personal Information We Collect
Depending on the role and employment relationship, we may process:
name, address, contact details, date of birth and emergency contacts;
recruitment information, application forms, references and interview records;
identity, right-to-work, safeguarding, suitability and DBS information where lawful;
employment history, job details, contracts, working patterns and qualifications;
pay, pension, tax, National Insurance, bank and expenses information;
absence, leave, sickness, occupational health and reasonable-adjustment information;
performance, appraisal, training, capability, disciplinary and grievance records;
equality-monitoring and other special-category information where lawfully processed;
accident, health and safety, safeguarding and professional-conduct information;
IT account, network, device, email, filtering, logging and cyber-security information;
photographs, recordings and communications where relevant to school business;
information created through HR, payroll, finance and school-management processes.
4. Why We Use Workforce Information
to recruit, appoint and manage staff and other workers;
to perform employment contracts and manage pay, pension, tax and benefits;
to meet safeguarding, safer-recruitment and suitability requirements;
to manage attendance, leave, health, wellbeing and reasonable adjustments;
to support appraisal, professional development, workforce planning and performance management;
to maintain safe, secure and effective school operations and IT systems;
to meet statutory reporting, funding, audit and regulatory requirements;
to manage complaints, grievances, disciplinary matters, legal claims and insurance;
to provide references and employment information where lawful and appropriate.
5. Our Lawful Bases
Workforce information is processed under one or more lawful bases, including legal obligation, performance of a contract, public task / official authority, vital interests and, where appropriate, consent. Legitimate interests may apply to limited processing where this is lawful for a public authority and does not relate to the performance of its public tasks.
Special category and criminal-offence information is processed only where an additional condition under UK GDPR and the Data Protection Act 2018 applies. This may include employment and social-security law, substantial public interest, occupational health, safeguarding or legal claims.
Consent is not normally the main lawful basis for employment processing because of the imbalance of power in the employment relationship. Where consent is genuinely appropriate, it can be withdrawn.
6. Where We Get Information From
the individual directly;
referees and previous employers;
Disclosure and Barring Service and other statutory checks;
Essex County Council, Department for Education and other public bodies;
payroll, pension, occupational health and HR providers;
school leaders, managers and authorised colleagues;
professional bodies, regulators and training providers;
approved IT, finance and other service providers.
7. Who We May Share Information With
Essex County Council and relevant payroll, HR or pension services;
HM Revenue & Customs and pension schemes;
the Department for Education, including through the School Workforce Census and other statutory collections;
Disclosure and Barring Service, Teaching Regulation Agency or other regulators where required;
occupational health, healthcare or employee-support providers where appropriate;
auditors, insurers, legal advisers and professional advisers;
approved IT, finance, payroll and other data processors;
police, safeguarding bodies or other public authorities where there is a lawful requirement;
prospective employers or other organisations where a lawful reference or employment verification is requested.
We do not sell workforce personal data.
8. Information Shared With the Department for Education
The school is required to share specified workforce information with DfE and/or Essex County Council through statutory workforce collections. This supports education policy, funding, workforce planning, accountability, research and other functions permitted by law.
DfE publishes separate privacy information about its use of education workforce data: DfE workforce privacy information
9. Monitoring of School Systems
Use of school accounts, networks and managed devices may be logged and monitored for safeguarding, cyber-security, technical, compliance and operational purposes. Monitoring may include account activity, websites, searches, email/security events and device or network logs.
Monitoring is proportionate and is managed in accordance with the school’s Data Protection, Online Safety, Acceptable Use of Technology and Staff Code of Conduct arrangements.
10. How Long We Keep Workforce Information
We retain workforce information in line with the school’s retention schedule and relevant employment, tax, pension, safeguarding, limitation, audit and regulatory requirements. Different records have different retention periods.
Records subject to a legal, safeguarding, investigation or litigation hold will not be destroyed until the hold is lifted. Information that no longer needs to be retained is securely destroyed or deleted.
11. Your Data Protection Rights
Depending on the processing and lawful basis, rights may include access, rectification, erasure, restriction, objection, data portability and rights relating to solely automated decision-making. Some rights are limited where the school must retain or use information to meet a legal duty, perform a public task or establish, exercise or defend legal claims.
12. Automated Decision-Making and Artificial Intelligence
The school does not use solely automated decision-making to make significant employment decisions unless this is lawful and the required safeguards are in place. AI tools must not be used with identifiable or confidential workforce information unless the specific use has been approved following appropriate DPO and IT consideration.
13. Questions, Requests and Complaints
Questions and data-rights requests should be sent to Lizzie Grant, Data Protection Officer, via office@manuden.essex.sch.uk or 01279 813370.
If you are concerned about how the school has processed your personal data, please contact the DPO. You also have the right to complain to the Information Commissioner’s Office.
ICO complaints information: ico.org.uk/make-a-complaint
14. Changes to This Notice
This notice will be reviewed at least annually and whenever there is a significant change to workforce processing. Staff and other affected individuals will be informed where a change is significant.
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