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[bookmark: _Toc229130234]1. Introduction
Under UK data protection law (UK GDPR and the Data Protection Act 2018), individuals have the right to be informed about how their personal data is used.
This privacy notice explains how Muscliff Primary School collects, uses, stores and shares personal data about individuals applying for roles at the school.
Muscliff Primary School, Broadway Lane, Bournemouth, BH8 0AB (01202 549654), is the data controller.
We are registered with the Information Commissioner’s Office (ICO): ZA157000
We process personal data in accordance with the data protection principles, ensuring data is:
· Used lawfully, fairly and transparently
· Collected for specified, explicit purposes
· Limited to what is necessary
· Accurate and kept up to date
· Retained only as long as needed
· Kept secure

[bookmark: _Toc229130235]2. The Personal Data We Hold
We collect and process personal data relevant to recruitment and safeguarding.
Personal data includes:
· Name and contact details
· Application form and CV information
· Employment history and qualifications
· References
· Right to work documentation
· Professional memberships and training records
· Interview notes and assessments
· Records of use of school IT systems (where applicable during visits)

Special category data includes:
· Equality monitoring data (e.g. ethnicity, religion, sexual orientation)
· Health information (e.g. disability or adjustments required)

Criminal offence data:
· Disclosure and Barring Service (DBS) checks
· Information relating to criminal convictions (where required for safeguarding)

We may also obtain personal data from:
· Referees
· Previous employers
· Local authorities
· The Disclosure and Barring Service
· Government agencies

[bookmark: _Toc229130236]3. Why We Use This Data
We use personal data to:
· Assess your suitability for the role
· Verify qualifications and experience
· Carry out pre-employment and safeguarding checks
· Ensure safe recruitment in line with Keeping Children Safe in Education
· Meet legal and regulatory obligations
· Monitor equality and diversity (anonymised where possible)
· Make reasonable adjustments for applicants
· Protect school systems and ensure appropriate use
If you do not provide required information, we may be unable to process your application.

[bookmark: _Toc229130237]4. Lawful Bases for Processing
We process personal data under the following lawful bases:
4.1 Public Task – Article 6(1)(e)
Processing necessary for the performance of the school’s official functions, including recruitment and safeguarding, under:
· Education Act 1996
· Education and Inspections Act 2006

4.2 Legal Obligation – Article 6(1)(c)
To comply with legal duties, including:
· Keeping Children Safe in Education (statutory guidance)
· Immigration, Asylum and Nationality Act 2006 (right to work checks)
· Equality Act 2010
· Safeguarding legislation

4.3 Contract – Article 6(1)(b)
Where processing is necessary to take steps at your request prior to entering into an employment contract.

4.4 Consent – Article 6(1)(a)
Used where appropriate, including:
· Equality monitoring (where voluntary)
· Use of photographs (if applicable)
You can withdraw consent at any time.

4.5 Vital Interests – Article 6(1)(d)
Used in emergency situations where necessary to protect life.

As a public authority, we do not rely on legitimate interests for our core functions.

4.6 Special Category Data (Article 9 UK GDPR)
We process sensitive data under the following conditions:
· Article 9(2)(b) – Employment and social protection law
· Article 9(2)(g) – Substantial public interest (e.g. safeguarding, equality monitoring)
· Article 9(2)(h) – Health and social care (adjustments and wellbeing)
· Article 9(2)(a) – Explicit consent (where applicable)
These are supported by Schedule 1 of the Data Protection Act 2018.

Criminal Offence Data
We process criminal data under:
· Schedule 1, Part 2 of the Data Protection Act 2018 (safeguarding of children and individuals at risk)
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Most information is collected directly from you during the application process.
We may also collect data from:
· Referees
· Previous employers
· DBS and safeguarding bodies
· Government agencies
We will inform you whether information is mandatory and any consequences of not providing it.
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We store applicant data securely in line with UK GDPR requirements.
We follow the IRMS Schools Records Management Toolkit, including:
· Successful applicants: retained as part of personnel file
· Unsuccessful applicants: retained for 6 months after recruitment process
Data is securely deleted once no longer required.
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We only share your data where necessary and lawful.
We may share data with:
· Local authority (BCP Council)
· DBS and safeguarding bodies
· Recruitment and HR service providers
· Professional advisers
· Department for Education (where required)
· IT providers (under contract)
· Police and courts (where required)
All third parties are required to process data securely and only on our instructions.

[bookmark: _Toc229130241]8. International Data Transfers
Where personal data is transferred outside the UK, we ensure appropriate safeguards such as:
· UK adequacy regulations, or
· International Data Transfer Agreements (IDTAs)
You can request further details.
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If you use school systems during the recruitment process, use may be monitored in line with DfE Filtering and Monitoring Standards (2023) to:
· Protect systems and data
· Ensure appropriate use

[bookmark: _Toc229130243]10. Automated Decision-Making
We do not make recruitment decisions based solely on automated processing.
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We will contact you regarding your application and recruitment process.
These are service-related communications, not marketing.
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Under UK GDPR, you have rights including:
· Access to your personal data
· Correction of inaccurate data
· Erasure (in certain cases)
· Restriction of processing
· Objection (where applicable)
· Data portability (limited cases)
· Withdrawal of consent
You will be notified of any data breach where there is a high risk to your rights and freedoms.
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If you have concerns, please contact us first.
You can also contact the ICO:
· https://ico.org.uk/make-a-complaint/
· 0303 123 1113
· Wycliffe House, Wilmslow, Cheshire, SK9 5AF
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Data Protection Lead (DPL):
Paula Harvey
School Business Manager
Muscliff Primary School
Data Protection Officer (DPO):
Paul Morgan
Independent Data Protection Officer
The DPO provides independent oversight of data protection compliance.
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CCTV operates on school premises for safety, security, and safeguarding purposes.

[bookmark: _Toc229130249]16. Changes to This Notice
We may update this notice periodically. The latest version will always be available on request or via the school website.
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