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[bookmark: _Toc229133290]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 suppliers of goods and services, including sole traders and representatives of organisations (e.g. employees, agents, and contractors).
References to “you” in this notice apply to all such individuals.
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 data protection principles, ensuring data is:
· Used lawfully, fairly and transparently
· Collected for specified purposes
· Limited to what is necessary
· Accurate and up to date
· Retained only as long as necessary
· Kept secure

[bookmark: _Toc229133291]2. The Personal Data We Hold
We collect personal data required to manage supplier relationships and ensure safe operations.
Personal data includes:
· Names and contact details
· Business role and organisation details
· References, CVs, and employment history (where part of tendering or vetting)
· Financial information (e.g. bank details for sole traders or individuals)
· Contractual information
· Records of visits to the school (e.g. sign-in logs, vehicle registration)
· Records of use of school IT systems

Special category (sensitive) data includes:
· Accessibility or health information (for safe site access)
· Photographs (e.g. ID badges where required)
· CCTV images

We may also receive information from:
· Local authorities
· Other schools or public bodies
· Government departments
If you visit our site, our visitor privacy arrangements also apply.

[bookmark: _Toc229133292]3. Why We Use This Data
We use personal data to:
· Assess and select suppliers or contractors
· Manage and fulfil contracts (including payment)
· Maintain accurate financial and supplier records
· Ensure safeguarding and site security
· Identify individuals on site
· Record visits for safety and compliance
· Ensure appropriate use of IT systems
· Meet legal, audit and regulatory requirements
If required information is not provided, we may not be able to enter into or fulfil a contract.
We will only use your data for the purposes for which it was collected unless the law allows us to use it for a compatible purpose.

[bookmark: _Toc229133293]4. Lawful Bases for Processing
We process personal data under the following lawful bases:
4.1 Contract – Article 6(1)(b)
Processing necessary to:
· Enter into contracts
· Deliver contracted services
· Manage supplier relationships and payments

4.2 Legal Obligation – Article 6(1)(c)
To comply with legal duties, including:
· Financial regulations and audit requirements
· Health and safety legislation
· Safeguarding responsibilities

4.3 Public Task – Article 6(1)(e)
Where necessary for the school to carry out its official functions as a public authority.

4.4 Consent – Article 6(1)(a)
Used where appropriate, such as:
· Optional communications
· Photographs where required
You may withdraw consent at any time.

4.5 Vital Interests – Article 6(1)(d)
Where necessary to protect life or safety in emergencies.

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, health and safety obligations
· Article 9(2)(g) – Substantial public interest (e.g. safeguarding and security)
· Article 9(2)(h) – Health and safety/access needs
· Article 9(2)(a) – Explicit consent (where applicable)
Supported by Schedule 1 of the Data Protection Act 2018.
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Most data is collected directly from you or your organisation.
We may also collect data from:
· Public sector bodies
· Government agencies
· Professional references
We will tell you whether providing information is mandatory and the consequences of not providing it.
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We store data securely and in line with UK GDPR requirements.
We follow the IRMS Schools Records Management Toolkit, including:
· Supplier/financial records: typically retained for 6–7 years for audit and legal purposes
Data is securely deleted when no longer required.

[bookmark: _Toc229133296]7. Who We Share Data With
We only share personal data where it is lawful and necessary.
We may share data with:
· Local authority (BCP Council)
· Department for Education (where required)
· Ofsted
· Auditors and financial regulators
· Professional advisers (legal, financial)
· IT and system providers (under contract)
· Police, courts or enforcement agencies (where required)
All third parties must process data securely and only in line with our instructions.

[bookmark: _Toc229133297]8. International Data Transfers
Where personal data is processed outside the UK, we ensure safeguards such as:
· UK adequacy regulations, or
· International Data Transfer Agreements (IDTAs)
You may request details of these safeguards.
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If you use school IT systems, your activity may be monitored in line with DfE Filtering and Monitoring Standards (2023) to:
· Maintain system security
· Prevent misuse
· Protect school data

[bookmark: _Toc229133299]10. Automated Decision-Making
We do not make decisions about suppliers based solely on automated processing.

[bookmark: _Toc229133300]11. Communications
We will contact you regarding:
· Contracts and services
· Payments and administration
· Operational matters
These are service communications, not marketing.
Where consent is required (e.g. optional communications), it will be obtained.
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You have rights under UK GDPR, including:
· Access to your personal data
· Correction of inaccurate data
· Erasure (in certain circumstances)
· Restriction of processing
· Objection (where applicable)
· Data portability (limited cases)
· Withdrawal of consent
You will be informed of any personal 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 may 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

[bookmark: _Toc229133304]15. CCTV and Site Security
· CCTV is used for safety, security, and safeguarding
· Visitor logs are maintained to ensure site security and accountability

[bookmark: _Toc229133305]16. Changes to This Notice
We may update this notice from time to time. The latest version will always be available on request or via the school.
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