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North West Surrey Short Stay School

Privacy Notice (Staff)
North West Surrey Short Stay School

North West Surrey Short Stay School (NWSSSS) is committed to protecting the privacy and
security of your personal information. This privacy notice describes how we collect and use
personal information about you during and after your work relationship with us, in accordance
with the UK General Data Protection Regulation (UK GDPR).

It applies to all current and former employees, workers and contractors.Following Brexit,
Regulation (EU) 2016/679, General Data Protection Regulation (GDPR) is retained EU law and
known as UK GDPR. The UK GDPR sits alongside an amended version of the Data Protection Act
2018 that relate to general personal data processing, powers of the Information Commissioner
and sanctions and enforcement. The GDPR as it continues to apply in the EU is known as EU
GDPR.

Who Collects This Information

North West Surrey Short Stay School is a “data controller.” This means that we are responsible
for deciding how we hold and use personal information about you.

We are required under data protection legislation to notify you of the information contained in
this privacy notice. This notice does not form part of any contract of employment or other
contract to provide services and we may update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide
on specific occasions when we are collecting or processing personal information about you, so
that you are aware of how and why we are using such information.

Data Protection Principles

We will comply with the data protection principles when gathering and using personal
information, as set out in our data protection policy.

The Categories Of Information That We Collect, Process, Hold And Share

We may collect, store and use the following categories of personal information about you:

- @ Personal information and contact details such as name, title, addresses, date of birth, marital
status, phone numbers and personal email addresses;

® Emergency contact information such as names, relationship, phone numbers and email
addresses;

e Information collected during the recruitment process that we retain during your employment
including references, proof of right to work in the UK, application form, CV, qualifications;

® Employment contract information such as start dates, hours worked, post, roles;
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e Education and training details;

e Details of salary and benefits including payment details, payroll records, tax status
information, national insurance number, pension and benefits information;

o Details of any dependants;

® Your nationality and immigration status and information from related documents, such as your
passport or other identification and immigration information;

e Information in your sickness and absence records such as number of absences and
reasons(including sensitive personal information regarding your physical and/or mental health);
e Criminal records information as required by law to enable you to work with children;

e Your trade union membership;

e Information on grievances raised by or involving you;

e Information on conduct and/or other disciplinary issues involving you;
e Details of your appraisals, performance reviews and capability issues;
® Details of your time and attendance records;

e Information about the use of our IT, communications and other systems, and other monitoring
information;

e Details of your use of business-related social media;
e Images of staff captured by the School’s CCTV system;

® Your use of public social media (only in very limited circumstances, to check specific risks for
specific functions within the School, you will be notified separately if this is to occur); and

e Details in references about you that we give to other;

® Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs.

How We Collect This Information

e_We may collect this information from you, your personnel records, the Home Office, pension
administrators, your doctors, from medical and occupational health professionals we engage, the
DBS, your trade union, other employees, other professionals we may engage (e.g. to advise us
generally), automated monitoring of our websites and other technical systems such as our
computer networks and connections, CCTV and access control systems, remote access systems,
email and instant messaging systems, intranet and internet facilities.
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