	MANUDEN  PRIMARY SCHOOL
A Small School with Big Ideas
	
PRIVACY NOTICE



PRIVACY NOTICE
GOVERNANCE ROLES • 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
	Governance privacy notice under UK GDPR and the Data Protection Act 2018


This notice applies to: governors and other individuals carrying out governance roles for Manuden Primary School.
Related documents: Data Protection Policy; Governor Details and Register of Interests; Child Protection and Safeguarding Policy; Acceptable Use of Technology Policy; Whistleblowing Policy; Freedom of Information Publication Scheme; Retention Schedule.

1. About This Privacy Notice
This notice explains how Manuden Primary School processes personal information about governors and other individuals carrying out governance roles for 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
name, address, contact details and date of birth where required;
governor category, appointment/election details, term of office and governance role;
eligibility, identity, safeguarding and DBS information where required;
skills, experience, training and development information;
attendance at meetings and governance activities;
declarations of interests, business interests and relevant relationships;
minutes, correspondence, decisions and records of governance activity;
expenses and payment information where applicable;
photographs and biographical information used for appropriate school publication;
school account, email, system-access and cyber-security information.
4. Why We Use Governance Information
to establish and maintain the governing body lawfully;
to support effective governance, oversight, challenge and decision-making;
to meet statutory publication, transparency and reporting requirements;
to carry out eligibility, safeguarding and suitability checks;
to manage meetings, training, communications and access to school information;
to maintain declarations of interests and manage conflicts of interest;
to submit required information to DfE, Essex County Council and other public bodies;
to maintain school security and protect governance information and systems.
5. Our Lawful Bases
Most governance processing is necessary to comply with legal obligations or to perform public tasks / exercise official authority. Other lawful bases may apply depending on the activity, including vital interests, contract or consent where genuinely appropriate.
Special-category or criminal-offence information is processed only where an additional condition under data-protection law applies, for example substantial public interest, safeguarding or other conditions permitted by the Data Protection Act 2018.
6. Where We Get Information From
the governor or governance-role holder directly;
the school and Governing Body;
Essex County Council and Department for Education;
Disclosure and Barring Service or other statutory checks where applicable;
other appointing, nominating or election bodies where relevant;
approved governance, IT or administrative service providers.
7. Who We May Share Information With
the Department for Education, including information required for Get Information About Schools and other statutory systems;
Essex County Council and relevant governance-support services;
Disclosure and Barring Service or other statutory bodies where required;
auditors, regulators, advisers and insurers where there is a lawful need;
approved IT and administrative service providers;
members of the public through statutory publication on the school website or government services where required.
Information published publicly is limited to what is required or otherwise appropriately authorised. Personal contact details are not normally published.
8. Publication and Transparency
Some governance information must be published to support accountability and transparency. This may include names, governance roles, relevant business and pecuniary interests, appointment information and attendance information where required by current school-information regulations or DfE guidance.
The school will balance transparency with data minimisation and will not publish unnecessary personal information.
9. Use of School Systems
Governors using school accounts, networks or managed systems are subject to the school’s data-protection, acceptable-use and cyber-security arrangements. Relevant use may be logged for security, compliance and operational purposes.
10. How Long We Keep Governance Information
Governance records are kept in line with the school’s retention schedule and legal, accountability, audit and limitation requirements. Some records, including governing-body minutes and decision records, may be retained for long periods because of their enduring governance value.
Personal information that no longer needs to be retained will be securely deleted or destroyed.
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 may be limited where information must be retained or published to comply with law or to perform a public task.
12. 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 used 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
13. Changes to This Notice
This notice will be reviewed at least annually and whenever there is a significant change to governance processing. Those affected will be informed where a change is significant.
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